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CHAPTER

'INTRODUCTION

A. PURPOSE OrTHE HANDBOOK

The Handbook of Standard Terminology for Reporting and Recording

Information about Libraries outlines the types of information useful for

communicating data about library resources and library programs: The

Handbook is intendeefor managers, and data collectors in all sectors and

at all levels of 'the library community. The structure of information and

o

related terminology are intended to provide a sound basis for management

and planning;, to enhance information exchange; and to facilitate reporting

'to external agencies and organizations. This Handbook provides library

managers, boards of trustees, and other library decisionmakers with .guid-

ance in identifyinp items of information from which tb obtain factual and
..

comparative qta for developing policiL, and decisions; far communications,

with'constituencies, legislative bodies, and governing organizations; and

.

for fulfilling information requests of external agencies. .Ideally, the

,items and use of data elements defined in this Handbook willsenhance the

comparability and compatibility of data collected for a variety of reasons

and by a variety of organizations; and will reduce duplication and response

burden associated with these diverse data-collection activities. In this

context, it is hoped that the terminology and data definitionsincluded----
-4,

in this Handbook will evolve into a standard language for inter -`and intra-

organizational communications.

A primary purpose of the structure outlined in this Handbook is to

provide an information foundation upon which to base decisions on complex

internal questions and which allows tibrary managers to be responsive to
_
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the information,needs of their constituents and parent organizations.

Fundamental to the need data-by library administratOrs is the obli-

gation to'imake well-inforted management'dr.:cisions. Such decisonmaking

responsibilities require'data foripailing.and evaluation (of programt,

and policies); public relations and'promotion; resource acquisition and

distribution; budgeting; and accountability.' /

.
A common difficulty in the interpretation Of information is the

. ,

absence of a relative-standard 'by which to assess the library's ()Orations'

and resources. The library,likamost nonprofit organizations, dogs not
A ,

have an overall Measure of its success (such as profit) by which to eval-

uate itself. Instead, the library must depend upon comparative data by,

which to relate its activity. with its own historical performance,, or that

of counterparts in other settings. In this context, then, the capability'

`to communicate and compare the library's operations and resources. is closely

aligned to the development of managerial guidelines. In order to implement

th-6'necessary exchange ofinformation among libraries, several actions

need to be adopted: a common set O..' data elements needs to be collected

---

at the site(s) with Wiii-C thheUbraryTwifl communicate and Compare itself;
I .

a dOmmon terminology using agreed-upon defin1LionS with which'to describe

the library has to be employed; and a standard methodology by which to

collect and combine the data must be effected. The Handbook presents a

guide t -thetypes of_informatiop that_are_importantin describlng the

library and that are filndamerital to the comparison of operations and re-
.

sources among libraries. Thus, a secondary purpose of the Handbook is to

provide the basis for translating data from internal systems to external

communications mechanisms:
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A tertiary data concern' is the nature of external reporting require-
\

, . .., , ,

ments- placed upon the libvIry by government agencies, professiorial organi-

zations, and others. The'library community has itself suppottedthany data°

collection enAavors in order.4) determine operating costs, interlibrary '

.-/.

loan traffic,*phofocopying levels; and additional information about the.

oprations and resources of libraries. The diierse purposes Of these

efforts have often led to the use'of varying data categories and conflict-
/

ing definitions. This lack of standardization as well as the unique naturd

of such surveys have prevented comparison of the reisuleng information.
.

Of equal concern has been the burden placed oh libraries to collect data

which often do rcpt conform to the types of data collected internally.

Ideally, these diverse survey efforts would be basede eupon standardized.

. \terminoldgy and data sets sim4lar to thbse of internal library data systems.

The benefits of standardization among these dive'rse,survey efforts include

enhanced capability to compare and combine data from multiple survey
. .

instruments, the reduction of response burden by the use of. standard ter-

minology and data categories,. and_the_avoidance-of-redundant-datoilec=

tion by various organization's. Handbook is intended to foster a common

language which could accomplish these objectives.
,

A single overview'of management infcrmation and standard terminology

is insufficient to address each of the day-to-day information needs of

the library administrator,and policymaker: Instead, the Handbook provides

a basis for identifying -the types of information commonly-useful to man-

agement and to governmental an4professional, organizations, and formulates

.

a fralework to assis in the interpretation of this information.
, ,

,

-h-A.-----J
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B. o'SCOPE OF THE HANDBOOK

.PrdMise r,f the Handbook

-4-

a

The 'scope'scope of-this Handbook is intended'to encompass basic management

P

'information needs in academic, public, school, and 'special library communi-
41,

ties. An underlying 'premise of the Handbook is thatoll types of libraries

have a common set of functions, purposes, and resources which outweigh...the

differences in,setting, Size, ororganizational goals. The data base is

.built upon this;common set of destriptors, while accommodating and pro -

viding
\

those descriptors unique to'each type of library.

SeveFal,difficulties'in gdnerality, however/ , should beJinderscorea.
1

There is no typical library, and thus no typical data set appropriate to

individual, library. 'Unique goals .and objectives of the individual
7-

li,brarY preclude dictating the types odata nec ssary iodeCisionmaking

in that setting. For this reason; it. 's antictp ted an' vicciuraged that,.

o-

the individual library adapting measures of reso rees and programs from

Handbook. will- 1ect:-e]ements- from-th data set whl%eh meet the needs

Of the library _and its Environs. The libraryadministrator.should be sel-

sitive to the requisite refinements necessary -to efficiently meet local

management information requirements. Thar, selectivity should be based on

othe pragmatic and perceived'neeOfor,information in planning, management,

accountability, problew.olving, and budget justification. Finally,,the-

following'data set provides a basis for informed decisionmaking; it does

not dictate the decision. AS With.ary management informion system,
.,

-,,-7-7
,

interpretation of the resulting data and potential uses.of the set.

are a matter of individual perogattve.

1

4. (
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Nature of the Data included in the Handbook

In selecting data items for incTuSiOn in,this Handbook, an attempt

has been made to identify those data that are required for reporting to

at /east,the.Federal government as well th(Jse data required t6 provide

atleast a minimal data set for internaljnaliagement purposes. GROsidera-
.

-

tion was also givento the data-collection burden inherent in the data

elements Identified within the Handbook: This latter concern is somewhat

-diminished by the'growing availability of management informationjby-products

,provided by library automation. Howeyer, the library administrator is'
. 4,

cautioned to exercise a high degree of discriminitTon in identifying those

data sets useful to,management and accountability requirements of the

librarly4
. ..

The majority of data categOries_and measures included in this 'Hand-

\-tbook is intended. for routine recordkeeping and monitoring syStemS. Others,'
. 1

-hOWever, are conducive to special surveys. In addi ion; the library man-_

ager,may also reqUire supplementer 7nformation to de ermine specific p.rob 1

lem areas, activity analysts, and'work measurement which are not addressed

_,
,

by this Handbook. ,

Several_Aevels of,detail in the data are presented, in this document.

'TheSe .varying levels are availaple. to meet 'he needs'of'both the large

and small library, and to,accLodate the .soPhisticated data system as

well. as the simple data, system. 'Similarly, the levels of detail .provide

levels of aggregation suitable for'national and Ftae-level; needs without'

dekruying.the-integrity'or:validity of reportad data.

Basic Definitions

In order. .0 fully understand ihe scope of the Handbook; it is 'useful

to assign somebasic.definitiohs to the concept-of a library and fic'types.

,.

1i \ I
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of libraries addressed by the Handbook.`,.' A library is defined as .any unit
/,

.

. .

,

meeting the following qualifications:. (1) it maintains and controls! an

organized collection of printed matertals, other graOhic materials,and'or

nonprint media;'.(2) it provides a regular staffing level in_which the

primary function of this staff-is to provide materna t, facilitate the use
_.

,of the collectibn, and' deliver information servjtes'to meet, the infbrma-.

ti oral educational, or recreationaloneeds of its clientele; and,b) it,

maintains an established recurrent schedule in which services of, the staff,,

0 ,

areavailabletotheunws'clientoex Those organilations serving dual -

,

-roles as agencies and at libraries ,//such as national libraries and stater

litrrary 'agencies., should,consider this Handbook to the extent that such
,,

, ,
, ,

, nagencies serve' as libraries: .Agency, such as grants and contracts

\ ,,.

administration., consulting,
/

/and-governance of other libraries are not

/

considered in this,Handbobk. ,

Types of libraribs--academic, public, schcol, and specal--are largely
/

.

. /,
defined by mission,, institutional setting, and target popula,tions. In

. .

)

some cases (for example; special libraries serving academie institutions),

classification is difficUlta For some purposes; it .is useful to'describe

.

.' I

these mUTti-type libraries in one manner, and for other p4rposes,.. it is

, ..' \
_

equally useful to group theselibraries,in another Categeny\. This flexi--

Thility is necessary to allow for diverse Comparisons, and tO\allowfor,
. <.7 ,

.

-

, : ,
\

\,;

differing ,stratification. This,approachrecommends a certain... mAt.of \\

/

-/
. . .

/telf-determination by the library In describing itself; hoWever, these
/

J .

.
.

multi -type libraries should be aware that for'repotting purposes, deter-

,mination should be based on the requestor's'needs, and such. libraries

should repori accordingly. .Thus,' for example, while a special library

serving an academic-institution may consider itself a special library, it



is encouraged that such libraries report as part of the academic library

in the NCES Hlgher'Education Genearl Information Survey. The folTowing

definitions should be viewed in light of these constraints and flexibil-

ities.

An academic library or library serving a pcistsecondar, educational

`intitution iS Considered to be a library forming an integral. par-of -a

college, university, or other acadethic.institution for postsecondary

'education, organized and administered to meet the needs of students and.

faculty of the institution or of a portion of that institution.

A public library is defined as, a library that serves all residents of

a given community, district, or region, and receives its financial support,

in whole or part, from public funds. Public libraries make their basic

collections and basic services available to the primary population served,

without additional charges to individual users. 'Products and services

.above the library's : asic services may or may not be provided to the pith-

lic on a cost- recovery or.fee basis. Individual charges may be assessed

from library users outside the primary target population of the library.

In addition to...-he tax-supported municipal, county, and regional public

libraries, this definition includes privately- and Federally-controlled

libraries which render, without charge, general library services.to the

community.

A school library or school media center is defined as a library which,

as part of its primary mission,supports the curricula needs of, and Pro-

vides its collection, related equipment, and the services of a staff to,

students:teachers, and affiliated staff of an elementary; secondary, or

combined school..
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A speci-al library is considered to be a library in a business firm,

professional group or association, government agency, or other organized

', group, and which does not meet the criteria for an academic, public, or

school library; or a library which is maintained by a' parent organization

to serve a specialized clientele. This category includes independent

special libraries and special libraries serving postsecondary educational

institutions, corporate organizations, Federal, state, and local agencies,

and other groups.

Traditionally, the Federal,library community has been viewed as a -

. unique library type requiring a special subset of data applicable to these,

libraries. Intruth, the Federal library community is a microcosm of-the

library community in general. That is Federal libraries include special,

school public, arid academic libraries. The only distinguishing factors
N

are sources of funding; type of control, categories of personnel, procedural

differences, and the unique responsibilities of national libraries. These

assumptioris about the majority of Federal libraries have led to the incor-

poration.of Federal libraries as subtypes of the major library categories

defined above. Th6s, Federallibraries are not considered separately from

other typesof library in this .Handbook.

Similarly, state libraries have not been addressed separately from

other special libraries in this Handbook. A state library is defined as

a library maintained by state funds, which preserves the state records and

provides books for use of state officials, books relating to the history

of the-state, books published by authors living in the, state, and/or news-
,

papers published in the state. In many states, estate library may provide

a collection to-meet Any resident's needs for books and information. A

state library is distinguished from a state library agency, which is a

.14
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state organization existing to extend and improve library services in the

state._

The reader should note that both the special library and school library

components of this Handbook are recent developmehts. The data sets and

descriptions relevant to these two library sectors should be considered

evolutionary' requiring extensive review and interpretation by the library

community itself.

Areas of Necessary Future Research and Developmrit-

The Handbook represents two years of effort in developing an Infor-

mation base to address library management information, to facilitate in-

formation exchange among libraries, and to form a-basis for reporting to

external agencies and organizations.. However, continued efforts in fur-

thering the concepts and evolving measures of library-service are required.

These considerations are provided to the reader in an attempt to raise the

awareness of the limitations of the Handbook and of the need for continued

adaptation of the concepts and structure which are presented.

AmOng the most basic areas to,further be explored are: implementation;

testing of school and'special library componentsi the measurement of re-,

source sharing and networking; the agency roles of state aced national

libraries; and the development of adequate performance and outcome measures

of liti.ary services.

In order to meet the objectives of the Handbook, implementation of

the concepts, terminology, and definitions at all levels is required.

However, implementation assumes considerable activity beyond simple intro-

duction of the Handbook. Because of the broad audience of the Handbook,

it is necessary to tailor these products to meet the specific requirement
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of any single setting or purpose. .Thus, implementation requires efforts

on the part of the library community to evaluate and adapt the products.

Further, this diversity underlines the need to identify specific

interest groups within_the library community--e.g., school libraries,

corporate libraries,,medical libraries, large research libraries--and to

highlight:the applications of the Handbook as well as to tailor the con-

cepts to these settings. This will require testing the Handbook in these

settings and adapting many of the concepts to meet the needs of these

settings.

The measurement and inclusion of resource sharing,-cooperative.acti-
.

vfties, and networking (as these affect libraries) are of particular im7

\\ portance: Perceptions of access and availability of information resources

haveTheen challenged by new technologies and networking. These innovations

need to be accommodated with new measures. During the development of this,

Handbook, efforts in the'measurement of network services"'and'resource
-J

access were being conducted'on behalf of the National Center for 'ation

Statistics by Value,,Engineering, Incorporated. It is hoped ti4t their

findings and recommendations, upon availability, will be incorporated into

a. later version of this Handbook.

Similarly, the concepts of the Handbook and the related terminology

require further expansion to accommodate the agency roles performed by

many libraries. This includes not only national and state libraries, but

also system libraries and networks, ,Of equal concern are the functions

assumed by systems or network headquarters which were once assumed by the

individual library. For example, accounting for centralized acquisins,

rotating collections, and systemwide consultants is difficult., Until

these issU6S-df-Cooperative-services have been_resolved, it is necessary
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tdunderstand the potential -for-inconsistency in reporting and recording

informatioh about such' functions: To the extent possible, those libraries
D

participatIrib in, or 'conducting cooperative endeavors, should maintain,

consistenCyln reporting information. In the future, it is hoped that

methodologies will be developed to standardize the reporting of data about

cooperatiOn.

Finally, while the Handbook provides limited measurement of perfor-

mance and outcome of library services, there is still significant need for

further development of these concepts and their relevant . neasures. The

library manager requires measures of the success of the library and of the

impact (results) of library service upon the constituency and relative to

the mission of the library. It is, therefore, still necessary to Continue,

efforts which are suppdrtive of the administratof's responsibility to

impr3ve the library's performance, and to the extent possible, to enhance

the impact of library services.

C. METHODOLOGY AND DEVELOPMENTAL PROCESSES'

Background

The structure and terminology presented in this Handbook are the

results of an evolutionary process built upon developments within the

library community itself, as well as concurrent developments in education,

public administration, and elsewhere. Several library-related endeayors

whidh contributed significantly to this Handbook need to be emphasized:

The/American Library Association (ALA) Library Statistics: A Handbook of

Concepts, Definitions, and Terminology (1966); the work of Robert Frase and

meilibers of the ALA and other professional organizations' statisticscom-

mittees in the revision of the ALA Handbook; the American National Stan-
/

Ards Institute (ANSI) Z39.7 subcOmmittee on the revision to the 1968 ANSI
/



Z39.7 standard on library statistics; the research and developmental work

of Vernon E. Palmour,,F. W. Lancaster, Ellen Altman, Ernest De Prospo,

Paul Kantor, and others in the field of measurement of library services;

\the findings of Glyn Evans, Mary Bielby, Duane Webster,.and Jeffrey Gardner

in\collection assessment; the many efforts invested in the National Center

for Education Statistics Librdry General Information Survey; international

.\
and national standards of'library statistics; the library management data

base development of the National Center for Higher Education Management

Systems (NCHEMS); and many other progressive studth and products through-

out the library community. It is anticipated that this evolutionary pro-,

cess will continue to enhance library management.

Advisory Mechanisms Employed io the Handbook Development

\Three formal review roups were established for the development of

the Handbook. Each group represented a significantly different perspecL

tive, including the management information needs of the spedal library

community, information requirements of Federal agencies and organizations,

and the information needs of school, special, academic, state,and public

libraries. This Handbook represents the contributions of representatives

from: the National Center for Education Statistics;,theAatibnal Ummissien

for Libraries and Information Sciences; the Office of Libraries and Learn-

ing Resources; the Special Libraries Assodation; the Public Library,Asso-

dation; the American Associatioh of School Librarians; the,Asseciation

of Colleges and Research Libraries; the Chief Offfcers of State Library

Agencies; the statistcs committees or coordinators of the Medical Li-

braries Association, the Americah Association of Law Libraries, the Special

Libr ries Association, and the American Library Association; the National

Agricul ural Library; the National Library of Medicine;-the Library of

18
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,

Congress; the Federal Library Committee; the Library Management Division

I
of the Special Libraries Association; the. Department of Commerce; and, the

Department of the IArmy. Representatives-arelisted in the acknowledgments

to this Handbook.

The forerunner to this Handbook--the Library Statistical. Data Base

,

developed by the National Center for Higher Education Management Systems--

focused upon management issues in academic and public libraries.-. During

this earlier development, the advisory group represented the Association

of State Library Agencies, the Association\of Research Libraries Office

of Management Studies, the Public Library Association, the Statistics

Coordinating Committee of the American Library Association (ALA), the ALA

Office of Research, the National Center for Education Statistics, and the

Western Council of State Library Agencies. Members of this advisory group

have continued in an advisory capacity to the Handbook project. These

persons are also listed in the acknowledgments.

In additic]-, to the formal advisory Techanisms outlined above, a num-

ber of informal channels of communications were established throughout the

develbpment. These informal liaisons include representatives of publishing

interests, media producers,- members of the statistics committees of the.

American .Library Association, Medical Libraries Association, Special Li-

braries Association, and American Association of Law. Libraries; interviews

with the staffs of the Office of Libraries and Learning Resources and the

White House Conference on Libraries and Information Sciences P1aàiing

Office; and other persons interested in the development. To the xtent

possible, field review copies were issUed to persons working the f eld of

library research, statist '. s, and other related subjects. While' ideally

the entire library community would have the 'opportunity to examine, tom-

ment,. and evaluate the Handbook in advance of publication, time and cost \\
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constraints prOhibit such an approach. -Instead, it is hoped that the

library community will continue to improve the concepts and detail of

this Handbook overtime.

Evaluation of the Structure and Terminolo'

The contents -of this Handbook have been formally tested in the aca-

demic library community, and informally tested in the public librarS, corn-

munity. In order to demonstrate and evaluate the data,base.structure, the

system of informationwas.testedjp,flveJennsylVania State Colleges-East

Stroudsburg State College, Indiana UniVersity of Pennsylvania, Lock Haven

State College, Mansfield State C011ege, and Shippensburg State College.

The primary purposes of this pilot test were to determine the feasibility

and utility.of data collection recommended by the Handbook, the level of

sophistication existing in current data systems, the degree of diffidolty

in introducing the structure. and terminology-into existing.data systems,

and the areas of the information structure recommended ihttie Handbook

which required further improvement. This test was conducted in conjunction

with' the deVelopment of a management data base perfJrMed by the,Nationa

Center for Higher. Education Management SYstems(NCHEMS), Full documenta-

tion of this test is available from NCHEMS or from the Educational Resources

Information Clearinghc Ise -(ERIC),ancris entitled Pilot Test and Damonstra-

tion of the Library Statistical Data Base (NCHEMS, 1977). The general

\ .

finding of the pilot test was that the structure and terminology repre-

sented a valuabl
\
and necessary management tool for library decisionmaking.

The public 1 brary component was tested in conjunction with the iden-

_

tification of state-level information needs. The Colorado State Library ,--

and the Colorado Public Library Guidelines Committee (representing system /

\

librarieS, 'rural libraries, metropolitan libraries, and so forth) assisted

20
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in .ktie review of the structure and terminology employed within this Hand-
,

book. Largely, the, focus of this examination was upon the Colorado Survey

of Public Librarids conducted by the state library agency. The survey

.

serves a number of roles:'a communications mechanism betwee'n public li-:
. . ..

,
. .

,

braries and the State Library Agency, a reflection of levels of service

throughout the-state, a suggestiVe mechanism employed oystate libraries'

;'.

. Indicating services or resources that elibrary should consider la its

.'(,))

development, A. funding and expenditure guide to public library service
,

' revels in order to indicate what (if any) interVention the state library

should be taking, and a basis for pranning programs to enhance librarS)

service in the state. The audience of the state survey are members of

the state library and the pub1'i 1ibrary ccmmunities. For this reason,

it was important to weigh equally the perceived information needs of both

*communities.

Both state library personnel and public library personnel-evaluated

a draft of a proposed Survey ,instrument developed in conjunction with the

Handbook and which Is based up.oh the categories and definitions represented-

herein: These data were evaNated on the basis of to'vaTue df the infor-

mation, the difficulty in obtaining the data required, the cost of slich

data collect4on, and the .current availability of, these data.. As a result,

many of the categories and related definitions were modified to accommo-

date the findings of this'test.

A review of the forerunner publication =- Library. Statistical Data

Base: Formats and Definitions--provided by the American Library Associa-

tion Reference Statistics Committee, e'videnced that categories of refer-
.,

ence transaction originally employed might be inappropriate to the

measurement of infortation "services. In order to identify more clearly

2J-



and to rectify any flaws in the depiction of information/services, mem ers

of this committee (representing public, academic, and,state libraries)

voluntarily tested the reference component preSently incorporated into

the Handbook and made recommenOtions for its iinprovement. The duration

-
,_ /

of the test was a one week period ai.the convenience of the participating //

/
libraryi fTiom this test, 'several 'revisions qhd refinements to the termi-,'

, /
., . /

nolbgy, defznitions, and structure of the reference component were made.

Although the structure of information has now thus been tested for-
,

molly 'within the academic library community and informally within the

public,library community, further testing' is recoinrded prior to imple-

mentation arid adoption of the System 4n all settings,. The school and

special library components were not tested formally during thecourse of

the Handbook development. -However, the terminology and structure were

generally reviewed within the'li'brary community,.and are believed to be

useful in school and special library settings.
0

Survey of .Library. Data Collection Endeavors

As a part Of-the Handbook development, current-datac011ection efforts

. _

were surveyed. This included data collection effort's conducted by state-

D

level agencies, vofessional associationt,, Federal agencies, and other

6.-ganizations. The intent of'this survey'was to update the Inventory of.

Library Statistics Practices (1972) prepared by Herner and Company for

the National Center for Education Statistics. The purposes of this update

were to isolate common data requirements'of ageticieS; to.examihe the levels

of aggregation appropriate to state and Federal level information,needs;
-

and tO determine the potential for compatibility between these various

levels of data collection. Ideally., it is had that the Handbook will

serve 'as a framework into which these diverse data requirements can be
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folded, The sprvey of 176 agencies an&drganizations indicated that- the

level of data collected, the,"quality" of the resulting information; ands

1
the eventual uses, of these data varied significantly, Collection ;esources,

personnel, and expenditures were common to, the- majority of surveys. How-

ever, descriptors of the,.1 varied widely from extensively- to mipimally-

.detailed%categories. Many of.the data collection. efforts are moving

--towards models set .by the NatiOnal Center for Education Statistics.

D. OUTLINE OF THE HANDBOOK'

The intended uses of this Handbook are discussed in Chapter II. That

er outlines the roles of Ole library manager, of information, exchange,
, .

and of external reporting requirements in defining the-types of data and

the cOnceptual framework.presented in the Handbook.' FundaMental, to the

types of data discussed in .the Handbook is the structure of information

descOibed in Chapters III and IV, This, structure frames the categories of

.information and outlines the types of measures useful in library manage.-

ment. This CohceptUal frameworkEpresents a guideto evaluating services,

programs, and resources., and_ outlines the relationship5_of,these to the.

,

outcomes of the library. Chapter III further provides guidance to the

types of measures (data combinations) useful in management, planning,

Wicymakind,.and evaluation. The classification detailed in Chapter IV

is intended to\:provide substance to the structure. Chapter V outlinesthe

--\ _
-general principles of:data-collection provided by the American- atjonal

-Standards Institute (ANSI) Z39. Subcomwittee onAibr'ary Statistics (Z39.7 );
..,

.

the problems associated with recording and reporting information; and

altdrnative presentations of data about programs. Finally, the terminology

employed is defined in the GlOssary'appearingat the end of the Handbook.



CHAPTER

USES.OF THE HANDBOOK

THE NATURE-OF-HANDBOOK USE

While it is not possible to predict or to enumerate every use of this

Handbook, the following sections are intended as a guide to the reader on
,-

the ranges of use and the conditions which have fosteredSthe'need.for a

standard terminology,and a consistent approach to information about li-

braries. It/is necessary, to understand the underlying reasons for the
S.

increased need on the part of many individuals and entities in the library

and related communities'for improved information. . Further, the following
..

sections also underline the role which'the Handbook is intended to play,

in:the rapidly changing climate surrounding the library community:

,
Chap

-,..

As oalined i n ter I, the Handbook identifies a'set of informa-
- ,

tidn basic to manaiethent and planning, facilitates information exchange

among librartes,'and provides a common language for-external reporting

requirements. These types;of-inforthation purposes And the related data

tses indicated by these *poses determine the structure and approach used

lr? this Handbook.

problems'The Handbook is not a panacea for the pi-61)16ms that confront modern-

.

day library management. Instead it is'a first step towards the improver

memt df access to-a spectrum of'Standardized informatidn a out the library.
'

and its envirdment.

8. INTERNAL MANAGEMENT AND PLANNING

Several-distinct but related conditions have combined to create a
!--- ,

.
_..,

.

demand by library managers for improved information/about the programs
/

and resources of the library., On the one hand,
/
certain'conditions-7many



of which have economic concerns-'at theii root--serve to focus on Efforts

t

to improve warmeirt and decis onmaxing within the individual - library.

k

As financialresources.become-increasingly difficult to acquire and as
., c,÷

/

, ,

inflaton,diminishet the purchasing power of those funds that are obtained,
.:.

library managers are faced withdifficult decisions regarding allocation

.

anCutilization of-resources Atthe-same time, other conditions-many.of
,

.

Which derive from changing resource ali'kation and oversight pPactices of
1 - -

..
, ,'

library fuQders - -are creating requirements for library adminAtrators to
_ s

demonstrate both efficiency in the use -of resOurcet-and organization4+
.

effectiveness:. -Growing limitations on resources available to library \\
7 .

. a 0
,

. . .- .
. .

,

funders and increases concerns with accountability haVe cree'Led?an envirdn7

--.
,

ment in which the.ability to4moVide.:Anformation abOut the libi'ary anditt \

programs to sponsors it'crucial to the- vitality and viability of the library.

i
1

The hature'of thse demands` requires improved inforMation about,the .

operatidni`and resprces of the library and bore sophi'§ticated*means of

determining 'the impactof decisiORsu on present and future library ser-
%

\

vices. :These circumstances furthere1 phasizethetneed for measures of

success and efficacy. of the library:1 In the oast, assumptions' a;oui.the
i

_.4.,,y
, . . .

,

need for, and the value of, library ervices suffiaid,as justification of

library operations and as 4eMonstratlion\of'library:effectiVeness, These
__.

l

assumptions are nq lunger valid foundations for. /funding decisions and
.

_

accountability. Illhus,-t e library panager'is-:cOnfrented with. increasing7) '. 1

obligations to eVidence libriarY e-4tectivene;sin meeting tide heeds of its.

. I

.

constitenky andtlibrary success in fulfil
,

ling its mis.spn. - -

--. . .-

Clearly, demands for, and use;of, management inforMation are depen-
. /%.

dent upon.the environment and needs of:the:individual librarY:-.Eadh library.

::

has internal and external reporting requirements and constraints. The

, *.



-inevitability of the uniqueness of these organizational structures is

recognild. The library manager needs to identify the data sets within

the HeTdbook which have sufficient links to problemsolving needs and

which meet the pragmaticgoalsof management to warrant data collecpon.

Therefore; it IS-anticipated tnat,the data sets presented here will take.

the form of a starting point--acprototype--from which modification will

necessarily be made to accommodate the .specific needs ofthe individual

library, While the Handbook is not intended to sup?lant existing-manage-

ment information systeMi;-the7Structure and terminology can supplement

these systems or act as a basis in demploping systems.:

C, INFORMATION. EXCHANGE

nformation exchange is fundamentally communication between-libraries.

Such communication fosters awareness of the ai.tivities of other libraries,

understanding of the issues and problems facing libraries, and identifi -,

cation of commonalities among libraries. Additionally, and as outlined

earlier, access to comparative infcrwation about library operations,

resources and effectiveness is crucial to the administrator's need for

evaluative data: ,,The performance'of the library has been identifiedas -.

relative to that of other libraries or to that of library. 5i-elf his-

torically: The need for these comparative data serves td underscore the

value of information exchange among libraries. ,

Information exchange presupposes. available mechanisms whereby'bne

library can communicate with others._ TiTically, formal mechanisms of

information exchange are sponsored by governmental agencies or by pro-

fessional societies. However, a series of informal information exchange

mechaniSms is also supported by groups of libraries which have sufficient

Commonalities to make communications mutually benefiCial. While.angthing

2 6.
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/ .

can be lompared as long as dimensions are explicit, it is important to

understand that comparisons should be founded upon similarities in en-

/

vironment, mission, size, target populationr-and so forth. No single

factor is advocated for determining the classification of libraries for

purposes cf comparison; this is largely left
sgt

to libraries selecting coun-

terparts in other settings. This strategy is suggested by the fact that

criteria for comparability differ depending on the types of comparison

desired. Thus, for exam0e, under certain circumstances,-the clientele

of the library may be the most important factor to, explore; for others,

size of collection and acquisition rates are .appropriate;-and so forth.

-However, even within carefully-defined categories of library infor-

mation and homogeneous groups of librarieS, data may not be completely

comparable. For, example, some parent organizations apportion overhead

costs, to operating units, including the library, and others do not. In

order to compare library data, then, it is necessary to identify and

correct for these discrepancies. The-Handbook cannot eliminate nor

identify each of these possible variances in internal reporting systems;

however, it is essential that libraries exchanging information be-aware

of any differences in the data reported by participating libraries.

As a cautionary note, many libraries,in the private sector are

prevented from total disclosure of data due to regulations of the parent

organization regarding information. The library manager should be aware

of these constraints and selectively use those elements which-do not

disclose proprietary or security information of the organization.

L REPORTING REQUIREMENTS AMONG LIBRARIES

Overview of Reporting Requirements.. amo2 Libraries

The external reporting requirements of the library community are

27
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primarily defined by the information needs and the data collection acti

vities of three typesof organizations. These include: (1) state-level

information needs andState agency reporting; (2) Federal-level informa-

,
,

tion needs and Federal agency reporting; and (3) professional association

and aCcrediting agency information needs. In addition to these external

reporting requirements, the library must respond to the information demands

of its parent-organization or administration and intermediary governmental'

units (e.g., counties, regions) and. may be involved in formal and informal.

information exchange arrangements. The variety and complexity of these

organizational and intermediary governmental information needs prevent

the identification of any single appropriate data set. Instead this Hand-

book forwards a data structure that should provide a broad, generalized

basis from which the necessary elements can be selected.

In many situations, external reporting requirements dictate the

,majority of the data collected by the individual library. Thus, it is

important to any structure of information that the external as well as the

internal data collection needs be considered. The data elements included

in this Handbook encompass the types of information useful for responding

to the National Center for Education Statistics Library General,Informa-

,

tiori Survey (LIBGIS); state library surveys of the libraries in they,50

states; the Association of. Research Libraries (ARL) survey of member

libraries; the American' Association of Law Libraries (AALL) surveys of

law libraries; the MediCal Library Associatio,(MLA)--Survey of medical

libraries; and the Special Libraries Association (SLA) survey of its

'members. To the extent posSible, standards for libraries, criteria of

accreditation agencies, and Federal programmatic data requirements have

also been included. .

28
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It is important to isolate the'data requirements that are most

necessary and important to meet the needs of these various levels of data

collection. In Order to focus attention upon these requirements, the

'following set of questions was addressed: For what purposes are data

regarding libraries or library service used at these levels? What me-

.

sures of library services or library resources are appropriate to meet

these purposes. To what extent and in what manner are these information

needs., presently met?'

Several purposesof such data immediately surface:

determination of the "health" of library service in the U.S.,

Federal and state legislation,

Federal and state funding-and resource allocation,

utilization.of library services and unmet information needs of

the population,

library support necessary for communities and educational insti-

-tutions,

, planning for future information needs of the population,

planning for resource sharing and networking,

performance measurement of library service'at present levels of

funding,

planning for improveMent and directions of library service,

policy development, and s'

promotion.

State-Level Reporting Issues

State-level infOrmation needs and reporting issues vary-with each

state. The degree, to which data are collected by state libraries, higher

education commissions, or state boards of education is dependent upon

organizational mandates, intended data uses, and the degree.to which these
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r,
agencies monitor the activities of the library. Generally, these data are

used for state planning, state funding, and state legislation. Such ef-

forts may also serve as communications mechanisms between state and local

levels and as comparative information sources for the library community.

While state information needs anecessarilyAisparate,there is signifi-

cant'evidence that certain core data requirements are common to most states.

Basic to these requirements are concerns with the type'of constituencies

served, the resources available and utilized, the level of service and

demand:for these services, collection assets, personnel resources, and the

identification of problem areas in the library community. At best it is

hoped that the. Handbook will guide states to collect similarly-defined

data based on these identified inforw-Ion needs. In so doing, this

strategy will provide individual states with a basis for comparison with

other states and will provide individual libraries with mechanisms for

comparison across states.

Although many state library agencies collect information from academic

and'special libraries within the state, the major data collection efforts

are focUsed on public libraries. In addition to data for comparative pur-

poses, these surveys provide:

6 informationon the need, eligibility, and use of state funds
and/or Federal monies administered or distributed by the state;

information supportive' of State-plans for extension or improve,
ment of library services, including networking and resource
sharing; 4

information on the effect of state. or Federal legislation on the
public libraries or potential effects of proposed legislation;

information on the degree of compliance to state and Federal

legislation such as affirmative action or services and facilities

for the blind or physically handicapped; and

location and-availability of librarians, libraries, and library
services within the state.

- 30
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1

Examples of types of data useful at the state level are staffing and

costing information at libraries, branches, and other service outlets

(including mobile units); income and expenditures per capita; allocation

of funds across budget categories; current population and projected popu-

lation for-areas served by public libraries; measures of the availability

and accessibility of library services; utilization of specific services

such as interlibrary loan; and the role or effectiveness of established

regional libraries vis-a-vis the state library and the local libraries.

National Level. Reporting Issues
1

Fundamental to the need for data at all levels is the'obligation of

library leaders and library administrators to make well-informed manage-
'

ment decisions. This is critical at national levels, where,the-effects

of deCisionmaking have.wittesp,read implications for the library community.

Increasing emphasis at national levels; as within the library' community

itself, is being placed upon outcomes (impact), effectiveness, efficiency,

1" and use of library services. Basic questions of impact are: Who are the

target groups of library service? Who benefits from library services?

How well do such services meet the intended goals and-the needs of the

audience? What measurable progress has been made in the provision of

library services? To what extent and to what outcome have Federal funding

and legislation supported these services? 'What problenfor deficit areas
, .

require Federal attention and/or support? Simply stated, organizations

at thenational level, most particularly Federal agencies, require: (1)

planning data; (2) justification and accountability data; (3) outcome and

,/

user data; and (4) program management data.

Planning justification, and outcome data are overlapping.' These'

data support the government's leadership role in the library community,

31
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promotion of existing and new programs of library service, continued and

new funding, need's assessment, and historical comparison. Such data can

be summarized in the following questions: What impact will new programs

and new technologies, have upon library development? What impact have

current Federal and',other national programs had upon-library development.

e.g., increase in library use,inumbers and types of new library users,

increased ffficiency and effectiveness in the delivery of library services

What are the ieficiencies in current library services (e.g., the differ-

ences between existing services and standards for library services)?

In the Federal government's support of `innovation, data requirements

relate to networking cooperation, encouragement of minority groups into

the library profession, and the identification and support of new roles

for the library p.g., continuing education, outreach programs). Equally

important to this role is the identification of needs and an assessment

of the current rote of libraries and librarianship, which serve to isolate

the inadequacies of existing library services within the country. This

concept of substandard service has been,derived from the historical empha-

sis upon the unserved. Until recently, the unserved were associated with

rural populations in which library service was limited. However, the

'..oncept has been expanded to include the underserved and those persons

who do not, or can not, avail.themsleves. of existing services, such as

the urban pobr ar the institutionalized. Thus, this expanded concept

requires consideration of the levels of service, levels of use, prediction

of demand for library service, meeting the information needs of the public

in nontradition'al manners, and enhancing the library's traditional role as

an information provider.
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Justification and accountability data,support Federal funding and

legislative efforts directed at the library community. These data are

often intimately tied to the outcome and impact data discussed earlier.

-Fundamental data requirements for national and Federal justification and

accountability are: (1) identification cf the manner in which Federal

monies for libraries are deployed, (2) identification of target groups

(i.e., intended beneficiaries) of Federal programs, (3) the identification

of actual beneficiaries, (4) the degree to which goals and objectives of

the programs have been met,. and (5) the anticipated and actual outcomes.
-

ofthe program. Althbugh it is relatively easy to trace Federal: funding

to the-library recipient and to preestablish the nature of the target

group, remaining measures of outcwe are largely undefined. Part of the

problem rests in the lack of concrete measures of outcomes and the lack

of criteria by which Federal or national programs canbe evaluated on a

.continuous basis. However, a crucial problem is the lack of standardized

reporting about these programs or their influence at local and state

levels.

Increasingly, emphasis on such nationwide issues as copyright, net- ,

working, nationwide services provided by_ national libraries and by service

utilities, and Federal funding programs have led to a new set of data

concerns -and needs at the national levels. Decision points associated

with these developments include: cost-sharing among differing governmental ,

levels and the public and private sectors (for example, who should pay'and

how much for interstate interlibrary loans);'extension of data base access

through organizations, national librarieS, and vendors; formulae for re-'

source-sharing and last copy depositories; the effectiveness of Federal

intervention (nationwide-and regionally) and the influence of Federal fund-
-

ing upon the: - individual library; and standards development.
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The isolation of data which are supportive of these varied needs at

national levels Is difficult.
.
Key elements which meet these issues in

clude: deinographic and user data, staffing descriptors and levels, tollec-

tion size and use, funding sources and levels, resource allocation and

utilization, impact of library activity, standardsconformance, facility

levels and conditions, and extent of network or cooperative participation.

E.' IMPLEMENTATION OF THE HANDBOOK

Fundamental to the usefulness of this Handbook is the eventual im-

plementation of the re:ommended structure am', terminology withinthe

library community. Sevcral steps towards implementation are required:

. awareness, evaluation, tailoring the product to meet the needs of'partic-

ufar audiences, and adoption and continued use. The disparate needs of

the wide audiences of the Handbook preclude' wholesale adoption of the

Handbook by an individual member of'the audience'. Instead; the Handbook

must be evalu ted in the settings in whidPintroductiOn i5 intended; from

this evaluatio certain refinements- to meet the-needs of the environment:

are,necessary. Further, implementation of the Handbook requires planned

change (innovation) in:the concepts, esumptions, and data products pret-

entry .existing in the library community. Such_change'ls best introduced

- in combination with a tempered plan that avoids disruption in current

operations, respects the integrity of existing data Systems, and diminishes

the risks associated with.change. Ideally, implementation should be

initiated'by groups of libraries or organizations representing such ..groups.

This serves a two-fold purpose: (1) the reduction of costly duplication

of implementation in individual libraries; and (2) the. provision of a

forum for information exchange among libraries. In reality, however,



implementatjon.will most likely result from data collection endeavors by

agencies and organizations atvstate and national'levels.

Several concerns assaciated with implementation,of the Handbook

within the individual library need to be addressed. Constraints which

the library manager needsto assess include the external reportfng restmire-

ments placed upon him by the parent institution, and by state, Federal,

and national data collection arms; the local data requiremenii for planning,

rescrce allocation, collection development criteria, facilities, and ex-

pected changes in the environment (e.g., changes in the target population);

accountability issues; and data collection burden. The latter concerh.is

of substantial importance to the library manager. Analysis of such con-

.

straiats as financial investment in data systems, pertonnel considerations

in data ,:ollection,,and the requisite refinements to thenHandbook has to

be identified.
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CHAPTER III

DATA USES .

A. STRUCTURE OF INFORMATION
e_

An analysis of .the data needs of library managers for both internal

management'uses'and external communications has led to the conclusion that,- .

data about libraries must-encompass three distinct types. These data'
if

describe: the environment of the library (i.e.,'the,tetting, relation- //'

.ships, internal structure, and target groups of the library): the resources

of the library (i.e., what a library has),,and the programs of the library

:(i.e.,:(i.e., what a library does). ///

The-first series of data--environment of the library--describes /the

/-

setting in which the library resjde4(e.g., parent organization, community,

and.so forth),-the relationships maintained the library (e.g., t/Co the

parent organization, to the constituency, to other libraries,'to funders,

and so forth), and the characteristics of the intended beneficiaAes or

users of the library (i.e., thetarget group, which the library is intended

to serve).

'he second type of data describes the brOad resources of"the library.
.-

. ,

'These resources serve, to define what a library has. The collection is the

most obvious of these resources: The relative importance of the collec-

tion is apparent in the viidespread,reporting and use of data about acqui-

,

sitions, collection siiei and colledtion value. -While,c011ection measures

are 'Of significant:concern, other kinds.of resources are also crucial in

describing the overall library and its cervices. These other resource.

o

categories are financial, personnel, and facility measures. These re-?

sources combine to suggest the capability of the library to carry out its

programs.

3 7
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The third major type of data useful to the library managel describes.

what a library does (i.e., the programmati6 activities or functions of

the library). This type of data identifies the strategies or activities

carried out by the libraryln order to'aecomplish desired outcomes or
o

results. DescriOtors of these programs pr about the

purposes or objectives of each program, the resources required or expended-

to carry out these activities, the methods or levels of activities con-

ducted as part of-each program; the beneficiaries of these programs (i.e.,

users)- and the outcomes or results realized by these programs..

Figure 1 summarizes this information structure as employed in the

Handbook. The figure underlines the relationships. among these types cf

data.- Chapter IV details the structure more fully and discuS,Ses each of

the components individually.

B. INFORMATION EXCHANGE AND MANAGEMENT

As indicated-in Chapter II, information exchinge is crucial to man-

.

agement decisionmaking. Present data-gathering by libraries and library-
.

related organizations stresses the level of resources available to li:

braries. These are,the resources and related data indicated in Figure 1.

However, this Handbook is designed to emphasize also the increasingly

recognized importance of the use of finaricial, personnel; and facility

resource utilization in the programs of thelibrary. This structure

outlined in the preceding chapter- allows the .manager or.. group of than:

agers to link various components together in order to assist in the

evaluation of library operations. It is difficult to- discuss these types

of data use in the abstract. For the most part these data uses, -may be

segregated according to purpose--communications (infOrmation _relay to

another) and internal management and planning. While data necessary for

3.8
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Figure 1

SUMMARY OF

INFORMATION STRUCTURE FOR LIBRARIES

[Organizational Goals and Objebtives

ENVIRONMENTAL .DATA

RESOURCE DATA

..-

External Setting
Internal Organization
Target Group -

Collection Resources
Financial Rdsources
Personnel Resources
Facility Resources

PROGRAM DATA

RESOURCE UTILIZATION MEASURES

Categories of
Measures

Programmatic
Functions

. Financial
Measures

..

Personnel
Measures

Facility
Measures

Activity
Measuret,

User'
Measures

Outcome/
Performance
Measures

,

Cultural, Educational
and Information Services .

.
.

I

i,

Resourtce Distribution.
Services '

'

,

.

Collection Development
Servides

. ,'

P
-

..

..

. ;

.

Technical Services

.

.

,

Administrative Services, 4
and Administrative
Support Services .

-
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Communications is more easily isolated by determining the'reporting

requirements placed upon the individual library by loCal, state, and

.nation'ai sources, the latterdata for internal managefilent and,planning-7
,

is unique to the types of decisions and perspective of the library

Administrator. 'Thus, data combinations, necessary for decisionmaking are

impossible'to enumerate. Acknowledging the impracticality of isolating :

jirecise data uses and data combinations for these settings, it is worth-

while to isolate,a number of general types of measures commonly used in

evaluation. Analyses of efftciencj and effectiveness, fog example; are

possible using combinations of the 'various' measures represented in'the

structure.

For example,, at the beginning of eadh, planning_period, the library

.

Manager allocates available resources across programmatic functions in

order to produce certain activities, and generate specific -outcomes.

Ostensibly, theses resources can be considered the capacity of the library

for activities and outcomes. At the end of the planntng period, the.

library manager may evaluate the actual results of these decisions against

the anticipated results.. Figure 2 represents one way of looking at this

evaluation process.. Tracing resources into activities and outcomes pro-

vides measures of "resource-efficiency," "resource-effectiveness," and

'

"activity-effettiveness" either on the basis of planned results or actual

results. On the other hand, mapping planned resources, and planned acti-

vities against actual resources and activities provides measures of

performance. Finally, the evaluation of'outcomes (planned versus rea-

lized) offers a measure of goal'achievement.

The question of interpretation of these measures is not trivial. .,

The reader is cautionedto reflect upon the implications of resource
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Figure 2

. PLANNING AND EVALUATION
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efficiency. Efficiency does not measure the quality of library ") services,

nor does it necessarily reflect upon performance. qp recen), ars the

concentration upon efficiency has led to a- °concomitand emphasis on

Performance, effectiveness,,and outcomes of the library. The library

manager should place measures, of efficiency in perspective, understanding

the important distinctions among outcomes, effectiveness, and efficiency.

In addition to the applications and uses associated with efficiency

and effectiveness, there are several others that could be made. The

data contained in the system 0 information can be used in independent.

"bits and pieces" that describe the library's,activities. In many spe-
.

cific ways it also supports the individual reporting requirements of the

library to local, state, and national levels. Although other concrete

uses have yet to be detailed, there is deliberately a significant amount

of 'flexibility within the data base to accommodate the individual needs

of the library manager.

Finally, there are several summary points regarding the use of data

for management and planning which need to be made. This manageMentin-

formation system contains a limited set of data elements. It is impossible

and impractical to include all the data a manager could need for a variety

of purposes. The manager can best meet these additional needs through

the use of special studies, which supplement and build upon the defini-

tions and categories of the Handb-00k-.--

C. STATE -LEVEL AND NATIONAL-LEVEL ISSUES

As underlined earlier, both state and national data collection

:

endeavors serve dual purposes. The primary purpose of these efforts is

t.) meet the informatIon needs of these various levels. Secondarily, these

data collection activities meet the information exchange and comparison

42
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needt of the library community. This secondary purpose underscores the

urgency for the use of common categories of information'and terminology

across states and on national levels. Such compatibility allows libraries

to compare themselves with similar librariesn other geographic regions

and enhances comparison4' among regions and states.-14oreover, he use of

similarly-defined and mutually exclusive data categories at thet-e levels

will ensure the accuracy of additive data (e.g., total library resources,

total resource utilization).

Keeping in mind the reporting issues raised and the structure of

information_outlined'in earlier sections, the following types of infor-

mation'were identified by-members of the library community as'appropriate.

to Federal and state surveys. The information-needs of.county and other

intermegiate agencies and organizations should also be acknowledged.

Generally, such information needs are a subset of internal management

information needs and more detailed than those of state and Federal sources.

Due to the variances in these needs among regions, no attempt has been

made here to identify each information requirement. However, the sets

of information identified as useful to the library manager and to state

and Federal administrators should provide a sufficient basis for identi-

fying the needs of these intermediate governmental and other levels.

At the state and national levels, information about personnel,

.collection, facility resources, and resource utilization is related to

,several current issues facing libraries: networking and resource sharing,

resource and service adequacy, enhancement of resources, and legal re-

quirements (e.g., copyright, affirmative action, and so forth).

Examining collection resources, the state or Federal planner needs

know-rtbe amounts of collection resources available locally, within



the.state -, and within the nation; the relationships. between. collec-

tion resources and resources available elsewhere; the distribution of

these collection resources across geographical areas; the -"value" of

these resources locally, statewide, and nationally; and the life expec-

tancy (currency of interest) of these collection resources. Such infor-

mation needs to be collected uniformly by state and Federal organizations.

Issues of planning for collection resources (e.g., shelf space and

floor. space utilized); duplication.of titles within,a collection not

traceable to the utility of the collection; or condition of 'the collec-

tion (e.g., binding requirements, replacement, and Weeding rates) are

generally not of significance at state and Federal levels. However,

such information does provide comparative data for libraries. A major

concern at the state level is that current collection Measures do not

sufficiently map into a measure of effectiveness or adequacy of these

resources. Nor are volume or title counts adequate measures of collection

resources for network planhing without some related factor of unique titles

and collection overlap among groups if libraries. For this reason, some

consideration is given here to the desirability of data on topical areas

covered by ollections within state-level information bases.

Info ation on financial resources and utilization that is required

at the Federal and state levels includes: source of income (who pays?);

levels of funding.(how much ?);" and the effectiveness of funding levels

and funding allOcations. While the first two categories are straicht-.

forward, the third is problematic. The effeltiveness of funding is

measured by the allocation of funds (what uses) and the outcomes (results)

of this funding. At the national. level, allocation is based on the funds

deployed for the following: collection resources; capital or buildings;

4



salaries; binding and rebinding; and other categories. While this

information is useful, program expenditures (what services cost and who

pays) are not included. This information would be valuable to the

evaluation of Federal and state funding programs.

Personnel resources and utilization are increasingly of.concern to

,Federal and state agencies. Affirmative action, shri king labor markets,

and controversy over professionalism within the librajry community have

fostered this growing emphasis. ,Data on racial/ethn'c status, educa-

tional background, salary ranges, and sex of perso el typically meet

these' information needs. To employ these data measures of adequacy

may be misleading, however. Historically, he count and,full-time equiva-

lencies have been employed as proxy measure of adequacy in personnel

resourcds... Unfortunately, allocation of these human resources and the

effectiveness of that allocation have been overlooked; Further, staffing

levelS necessary to.conduct activities (i.e., reference transactions,

circulation transactions, etc.) are virtually ignored at both Federal,

and state levels. This gap is increased by the growing'-realization.that

the effectiveness of the library is as much a function of the adequacy

of the personnel as it is the adequacy of the collection. For this

reason, it is hypothesized that personnel surveys (on a less than annual

basis) may be required to determine staffing adequacy and to compare

allocation of personnel among libraries.

Information collected at Federal and state levels on facility-re-

sources and uTization is-most often limited to assignable space devoted

to thet.library, seating capacity, shelving space, and the number of ser-

vice outlets maintained by the library. In addition, information about-:.

the allocation of facilities, condition of the building, and adequacy of
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facilities is crucial to such Federal and state issues as the allocation

of building funds, standards development, and the planning necessary at

these levels.
'st

1

-v

Activity measures at the national level are unevenly distribUted

ac ss the programs of the library. Such measures include: circulatior,

ref ence and directional transactions, group transactions, service hours,

interl rary loan, and photocopying. In state-level information bases,

the amount of detail devoted to activity measurement varies significantly.

While at both Federal and state levels these measures combine to provide

a picture of the types and levels of services provided to users, the

variance in detail between activities and resources devoted to conducting

these activities provides at best a sketchy picture of the library.

User measures (i.e., who uses the library and for what purposes) are

important to all levels of decisionmaking. Efforts by the U.S. National

Center for Education Statistics: are currently underway to survey public

library users. This survey may provide .a model for further user studies

4

by Federal and state. levels. The crucial importance- of user measures

lies in part upon the need to asseN the impact of libraries upon the

communities which they serve. At th&local level, this information
4

provides a basis for determining actio extending or enhancing its

services. At the state level, data on regiitered borrowers provides a

proxy measure of users and,may be weighed against the target groups which

the library is intended to serve. At national levels, such data are

equally important when trying to trace the impact of such funding pro-

_s

grams as the Library Services and Construction Act (LSCA), which are

intended to extend library services to the under- or unserved.
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Finally, performance measurement, a recently developed area of

library data, is ideally suited,to meet the needs of state- and Federal-

level decisionmakers. Isolation and examination,of factors that influence

performance--a.g., resources, allocation of these resources, activity,'

environment, etc.--would provide decisionmakers with a tool to ensure

that state and Federal support would enhance performance. At this time,

however, performance measurement is still evolving, and it is possible

only to define some basic categories of information. Additions and re-

finements await further progress in the field.
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CHAPTER IV'

STRUCTURE AND CLASSIFICATION OF INFORMATION
,

A. INTRODUCTION

Overview of the structure

As outlined in Chapter III, the structure of inf'rmation used in

this Handbook is founded on three categories of information about the

library--the environment, the resources, and the programs of the library.

These three areas of information are unique yet interdependent. The

.environment of the library includes governance of'the library, the in-

ternal structure of the library, the relationships of the library, and

the populatiOn which the library is intended to serve (i.e., the target

groups of the library). Thus, the environment characterizes the types

of services provided by the lThrary and the r..source and utilization of

thl library. The resources of the library--the collection, personnel,,

fiscal assets; and facilities--determine the levels of support available

to the programs of the library, and in combination with the environment,

may determine the allocation of these resources to programs. Finally,

the programs of the library are those sets of activities conducted by

-

the library with the use of its resources to meet specific objectives.

These three data sets combine to describe what-a library is, and what a

library does.

Classification Employed in the Handbook and Structure

The classification structure employed in this Handbook is intended

to provide a schematic approach to the data elements identified and

defined in. this Handbook. For the most part, the classific'ation structure

underlines the structure presented lin Chapter III and herein.
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Tern; about library resources and environment have been classified

at four levels as follows:

0. Type of library

0:0 Management data category for environment and resources

0.0.0 Section major headings

0.0.00 Subsection, minor headings

Detail beyond minor headings are left unnumbered; data at this level of

refinement are most appropriate to internal information systems z.nd coding

is left, to local option..

Program data are more complex due to the nature of the structure

involved and require three additional levels of classification. These

are:

0. TYpe of library

0.0 Management, program data category

0.0.0 Program, level

0.0.00 Program, level 1r

0.0.00.0 Type of measure

0.0.00.00 . Section, major heading

0.0.00.00.000 Section, minor heading

1/4p Decimals are used to distinguish categories and subcategories of infor-

mation.

Since type of library is among the most significant factors in infor-

mation exchange and comparison, the primary code in this classification

represents library type. The following list enumerates the types of

libraries spearately identified in this Handbook:

1., Academic libraries

2. Public libraries

49
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School libraries /media centers

4. Special libraries's rving institutions of postsecondary
education \

5. Special libraries 44it e private sector

6. Special librariet maintained by and serving Federal, sta

and local government agencies

7. Independent special libraries

8. Other special libraries

Certain terms effiployed in this Handbook--e.g., library governan e,.user

groups, and structure--are type specific and will vary with eac type of

library identified above. In these instances, the classification 411

include the appropriate number correspondent with the above list. However,

most desCriptors, such as collection and personnel, are common to all

libr les. In these-cases, the code designating type of library has been

replaced with the generic code, ut." This code should be replaced by the

appropriate-digit far the reporting library as the need arises.

The three major categories of information--environment, resources,

and programs--have been further divided into seven major classes of data

for the purposes of the classification structure. These are: (1) environ-

ment (excluding target groups); (2) target groups; (3) collection resources;

(4) financial resources; (5) personnel resources; (6) facilitiet resources;

and (7) program data.

B. INFORMATION ABOUT THE ENVIRONMENT OF THE LIBRARY
_ .

The first-major subset of.the structure of information serves to

describe the environment of the library. There are a number of descriptors

about the library as a,whole that-are requisite to management information

and to reporting needs; however, these data are not a part of program data

or resource data.- Management questions that focus upon the components of

the library environment are 'I:
) -
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lo What are the factors about the institution, 4encx, or community
in which the library resides, that affect the resources or
programs of the library?

\

ot What relationships does the library maintain with\funders,
constituendes,-or other libraries and organizatiO s which

affect the resources or programs of. the library?

. 0 What are the factors about the internal organization. the

library that affect the resources or programs of the li rary?

s What are the characteristics of the population,for which. he'
library is intended to serve which. affect the resources, p ogrels,

or their use?

Environmental data, then,,may be characterized as the external seiti

and relationships of the library, the internal-organization of the li

:and the target group for whiCh library services are intended.

The external setting of the library can be highlighted by

deicriptors of the community in which the library resides;' for

urban, industrial, academic, and so forth.. Secondly, the relationships

which' impact resources, access to resources, or use of resources by, or

belonging to, the ribrary is -a part of this external setting. Such re-

lationships include the relatiOnship of the library with its parent

general _

example,

organization or extralibrary governance structure, with other organiza-

,

tions (such as networks, other libraries, other agencies), with other

administrative units of the parent organization, and with its funders.

Relevant internal factors of the library include the reporting

stmicture, the service points and outlets of .the library; and special

features about the library's internal structure which influence either

services or resource accessibility ',and availability;

Population characteristics which are of utmost .concern to the library

administrator are those determinants which affect either the use of the

library or the.ffature of the services and resources provided by the

library. _These variables differ with types of libraries. Within academic

.
1
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libraries, for instance, pertinent population factors include enrollments-,

educational levels''of students, course offerings, credit hours taught in

various disciplines, and doctoral programs orsareas of current research

concentration. 'Similarly, population characteristics affecting school

libraries or media centers might include enrollments, age,,and educational

levels of pupils, and educational approaches employed. Factors fOr public

1
library populations, :on the other hand, are more diverse: educational.

levels, occupational classifications, ethnic make-up, income levels, and

unemployment rates. Any or all of these descriptors can provide a basis

upon,which to compare actual users with the target population-.

Classification of Terms about tt'e Environment of the Library

Due to the scope of the data relating to the environment of the

library, these data have been separated into two parts for presentation

in the Handbook. This svcsection is limited to an examination of those

data describing the external setting and relationships of the library,.

and the internal organization of the.library. Terms about the target

group or population which the library is intended to serve appear-in the

following subsection of this chapter,
*-X

Environmental data serve to_describe the type of library -- i.e.

academic, public, school, or special. That is, type of library is_defined

by the sponsor or parent organization of ,the library, mission of the library,
. .

and the populition which the library is intended to serve (i.e., the tar-

-get group). These designations further provide general information about

the library, the community in which it resides, pdssible peers, and insight

. into the,atmosphere surrounding the library.

In addition to the type, libraries differ in.their 'relationships

with the outside world. In.many senses, these relationships place,the
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library in context of its external setting. hese relationships neces-

sarily include the relationship of the library to its sponsors, to, its

target group, And to other 1Thrarieg. and agenOes. In general, these

relationships iqfluence tl resources and programs of the library and

affect-the utilization e these resources,and programs. These unique

eleTellts in the (,;.wirohment and :the necessary type-specffic data under

the importance and problems associated with the classification of environ7
t ,

mental data.
/.

As a general rule, the primary digit'6f the codes for environment0

data designate the type of library. The management information .category

(degignated by the second digit of the classification code) of the' external

setting and inpeOna4 organization is designated by the number 1. Type

specific terms, such as ttfe 9overnance of the ljbrary,.will appear as:

o

1.1 Academic libraryenvironmentterms

which are ,pot typg,specific are' designated as: '

. t.1 yibrary environmental data

Two additional digits areused in the coding of the library-environment:

one for major headings and the second for subsections or minor headings.

The)general code for library environmental data is t.1.00.
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.CODE TERMS ABOUT THE ENVIRONMENT' OF THE LIBRARY Page No. of Definition__

157

TYPE OF LIBRARY

1.0 ACABf,MIC LIBRARY

. Academic library

Academic library

../ltcadesdc library

ACademic library

Academic library

Academ1C.library

schodi

in .a major doctoral- granting institution,

in a comprehensive'college

in a general baccalaureate college

in a specialized or professional institution

in a two-year college' .

in a multi-program occupational/vocational

Academic library in a single program occupational/vocational

school

Academic library in another institution of postsecondiry

education,.

2.0 PUBLIC LIBRARY

Public library in an urban community

with a population of less than 10,000

with a population of 10,000 to 24,999

with a population of 25,00 to 49,999

with a population of 50,000 to 99,999 :

with a population pf 100,000 to 249,999

with a population of 250,000 to 499,999

with a population of 500,000 to 999,999

with a population of 1,000,000 or more

Public library in a rural.community .

\

Public library in a'rural-farm community

PubliC library in a rural-nonfarmcOmMuniiy

3,0 ,BCROOL SIBRARY/MEDIA CENTER'

School library/media center in an elementary school

School library/media center in a one -teacher, school

-School library/Midia center in a middle school

School library/media center.in another elementary schoOl.

School library/media center in a secondiry school

School library/media center in a junior high school'

School. library/Media-center in a senior high School

_School library/medi4tenter in a ,junior - senior high school

'School library /Media center in a vocational technical

school,
t

157

157

158

158

158

158

158

158

244

244

244

244

244

244.

244

244

245

245

245

'245

245

256

254

254

254 .

254

254

254

254

255.

255

C.(
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CODE"' 'TERMS ABOUT THE ENVIRONMENT OF THE LIBRARY Page.Ro..of

TYPE OF LIBRARY (continued)

3.0 SCHOOL LIBRARY /MEDIA CENTER (continded)

. School library/media center in another school 255.

School' library/Media ceter in a combined elementary -

secondary school 255

School library/media center in a special education school

for the handicapped 255

School library/media 'center in another school:. 255

4.0 SPECIAL. LIBRARY SERVING AN INSTITUTION OF POSTSECONDARY

EDUCATION
26

5.0 SPECIAL LIBRARY IN THE PRIVATE SECTOR 263

Special library:in a trade or professional organzation 263

Special library. in a commercial or industrial'organization 263

Special library in a business or service organization. 263

Special library in a partnership -. .

Other special library in the private deCtor 263

6.0 SPECIAL LIBRARY MAINTAINED BY AND SERVING A GOVERNMENT AGENCY 263-

Nati nal library.
263.

5pecial library maintained by and serving a Federal agency

(other thana national library)' 264.

4 Special library maintained by and serving a state government-

.

agency .

264

Special° library maintained by and serving a local government..

agency
264

Other special library maintained by and serving a government

agency
264

7.0 INDEPENDENT SPECIALLIBRARY' 264.

8.00 OTHER SPECIAL LIBRARY
tin 264

DefiOttion

...

5
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CODE TERMSABal THE ENVIRONMENT OF THE LIBRARY Page No. of Definition

t.1.10 LZERAY IDENTIFIERS 214

.11 Corporate name of parent organization or spontor

.12 Organization code

.13 American National Standards Institute (ANSI) Standard Library

Identification Number (SLIN)

.14 Location

Address

U.S. congressional district

State legitlative district

Standard Metropolitan Statistical Area (SMSA)

County

LEGAL CCNTROL

.21 Public

Federal control

State or territorial control

School district control

Regional control

County or borough control

Municipality (including township and city) control

Other public control

.22' Private

Private for-profit

Independent, nonprofit

Private, affiliated with a religious group

Other private control

214

214

214

214

214

215

215

215

213

213

213

213

213

213

213

213,

213

213

213

213

2T3

213

.29 Other legal control
213
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CODE .
TERMS ABOUTTHEINVIRONMENT'OF THE LIBRARY Page No. of Definition

t.I.30

1.1.30

.31

'REPORTING-UNIT STRUCTURE

ACADEMIC REPORTING-UNIT STRUCTURE

Single -carTipus institution

159

159

.32 Parent inst"itution/main.campus-
159

Branch campus
159

.34 Campus in a multi-campus system
159

.35 Central office
159

.36 Joint library
159

2.1.30 PUBLIC LIBRARY REPORTING-UNIT STRUCTURE
245

.31 Library board
245

.32 Board or council (e.g., city council) which controls the

legal entity of which thd library a part 245

.33 Official director (e,3., city , r'ger) , the legal entity

of which the library i a pert
245

.34 Divisional chief (e.g., commIssicner o' educaticrn) of which

the library is a part
245

".35 State library agency
245

,.36 Federal agency
245

.39 Other reporting-unit structure
246 .
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,

CODE TERMS ABOUT THE ENVIRONMENT OF THE LIBRARY Page No. of Definition

t.1.30 k.REPORTING-UNIT STRUCTURE (continued).

3.1.30 SCHOC. REPORTING-UNIT STRUCTURE

.31 State department of education

.32 Other state-education agency
°

.33 '. Intermediate administrative unit

.34 Local public school system

Segment of locil public school system

Nonpublic school.system

.39 Other reporting-unit structure

4:1:30 SPECIAL LIBRARY SERVING AN INSTITUTION OF POSTSECONDARY

EDUCATION REPORTING-UNIT STRUCTURE

.31 A library administered by the central library of the parent

institution

A lidraryfdministered by the school, colleg4, or depart-

ment of which the reporting library 15'a part

.39 Other reporting-unit structure

SPECIAL LIBRARY IN THE PRIVATE SECTOR REPORTING-UNIT STRUCTURE

.31. Single site organization

,32 Main (home) offices
-

.33 Branch office

,34 Division of the main (home) offices

257 -

257

257

257

257

257

257

257

264

264

264

64

265

265

265

265'

265
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CODE TERMS ABOUT THE ENVIRONMENT OF THE LIBRARY

t.1.30 REPORTING-UNIT STRUCTURE (continued)

5.1.30. SPECIAL LIBRARY IN THE PRIVATE SECTOR REPORTING-UNIT STRUCTURE

.(continued)

.35 Joint library

,.39 Other reporting -unit structure

1.1.40 SERVICE AvitizABIary

2.1.41 'Public library primary service area

Area in square miles

Population

t.1.42 / Service outlet (number of, hours open)

Central library

Branch library

Affiliated library

Bookmobile/mediamobile

Other service outlet

t.1.43 Service points (number of?.hours available)

Within central library

Within branch library

Bookmobile/mediamObile stop

Within other service outlet

.1 .50 RELATIONSHIPS

.51 Relationships to learrinq resource center (academic and

school libraries)

Noc applicable (there is, no learning resource center)

Part of the library'

Administratively equal to the library and under a common

administrator

Library is part of the learning resource center.

No formal relationship . .

Page No, of Definition

-266

266

260

245 .

245

245

260_

261

261

261

261

261

261

261

261

261

261

212

212

212

212

212

212
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COO:E TERMS ABOUT THE ENVIRONMENT OF THE LIBRARY Page No. of Definition

.52 Consortium, network, and, cooperative endeaVor 179

i.1.50 RELATIONSHIPS (continued)

Participation

Participation

activities

Participation

Participation

in local cooperative activities

in 'regional or intrastate Cooperative

in a biblioghphic service center

in a bibliographic utility

Pirticipation in

Participation in

project (other

Pa. 'cipationin

endeavor

a centralized processing center

a union'catalog or union list cooperative

than through the above)

other consortium, network, or cooperative

:53 Cooperating libraries

Academic libraries.

Public libraries

School libraries/media centers

Special librarieS serving institutions of postsecondary

education

Special.libraries in the private.sector

Special libraries maintained'bY and serving governMent

agencies

Independent special libraries

Other special libraries

.54 Programmatic activities supported by relationships

Information services

Interlibrary loan services

Collection development services

Materials acquisition services

Materials organization and control services

Other programmatic activities

179

179

179.

180

180

180

180

180-

180

157

244

256

263

263

263,

264

264

235

235

239

239

240

240

235
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CODE TERMS ABOUT THE ENVIRONNENT'OF THE LIBRARY Page No. of Definition

.t.1.80 TIME FRAMES

.81' Fiscal period
199

.83 Predominant calendar system (schools and institutionsof

postsecondary education)
232

Single term
232

Quarter
232 '

Semester
4 232

Trimester
232

4-1-4 plan
232

Other division
232

3.1,84 School day
255

a .

t/
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C. TARGET GROUPS

The description of the target .group is a major component of environ-
-. ,

mental data. Due to the, importance of the target group in evaluating both

the resources and the programs of the library;-it is addressed separately

in this section. The target group is considered to-be that group of

individuals and organizations which the libray, by its mission; is

intended to. serve. Typically, the target group coincides_ with the em-
,

pleyees, enrollment or affiliates of the parent organization, or the

populatica of the community in which the library resides.. In general,

descriptors of the target group differ with type of lfbrary.

Within academic institutions, important target group characteristics

include headcounts of enrollment, educational levels, discfplines, and

academic status of the institutional enrollment, along with areas of

research being conducted by institutional employees. Factors describing

the target group of the public library may include headcount, edutational

attainment, occupational levels, age, racial/ethnic characteristics,

unemployment rates, and inco levels of the individuals in the community.

For school libraries, crucial population features include enrollment

counts, grade levels? age,-and enrollment status.of school attendees.

Population characteristics of concern to special:libraries in academic

inst,tutions parallel those of academic library target groups generally.

For other types of special libraries, descriptors of the target group

may coincide with employee characteristics, numbers of organizational

affiliates, and levels of security clearance necessary to access portions

of classified collections. It should be underlined that special library

descriptors are developmental, and require further testing and refinement.
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Classification of Terms about the Target Group

The general code assigned to target group terminology is

t.2.00 is the code for library target groups). 'Where type-specific

descriptors of the target group are employed, the appropriate code is

used. For example, academic library target groups are coded as 1.2.1,

and'public

designator

serves mult

ibrary target groups are Boded as 2.2.20. The library type

also used as a section code. This allows the library which

'-type target groups (eg., an academic library which serves

the local community or a public library which serves the local schools)

to segregate these diverse populations and relate them to other libraries

which serve multiple populations. For the purposes of coding, only one

additional level of information has been assigned a classification. This

conforms to the coding scheme employed with other environm a1 data.

6'3

,
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CODE TERMS ABOUT THE.LIBRARY TARGET GROUP Page No. of Definition

1.2.00 TARGET GROUP

.01 Census date
,

.02 Headcounts of target group

t.2.10 TARGET GROUP IDENTItItRS/TRkIT5

.11 Individual identteication

.12 Age ranges

.13 Sex.

Male

Female

.14 Race/ethnic identification

Hispanic

Nonhispanic, white

Nonhispanic, black

American Indian or Alaskan native

Asian or Pacific Islander

Other/unknown

.15 Handicap category

None

Visually handicapped

Hearing handicapped .

Deaf-blind

Orthopedically handicapped

Other, health handicapped

Speech handicapped

Mentally handicapped ,

Multi handicapped

.16 Language proficiency

Iroficiency with English

Primary language

Other language(s) in which proficient

268

171

204

268'

268,

161
. 1

262

262

262

249

249

249

249

249

249

249

203

203'

203

203

203

203

203

203

203

203

212

212

212

212

.
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'CODE TERMS ABOUT THE LIBRARY TARGET GROUP Page No. of Definition

t.2.00 TARGET GROUP (continued)

.17 Disadvantage status

No disadVantage

Academic disadvantage..

Economic disadvantage

Cultural disadvantage

Functionally illiterate

Other disadvantage

1.2.41 LIBRARY TfaiT GROUP

.21 .Mini'imuM adMissions requirements

Only the ability to.profit from attendance

High school graduation or recognized.eqUivalent

High "school graduation plus an indication of superior

' academic aptitude

Two-year college graduation

Four-year college graduation

Other minimum admistion requirement

.22 Highest degree offered

Certificate or diploma

Associate degree

.Bachelor's degree

First p fess onal degree

Master's deg

Doctoral degree

Other certificate, diploma; or degree

185

185

185

185

185 .

185

185

158

224

224

224

224

224

224

224

204

204.,

204

204

204..

204.

204

204

.23 Academic student credits hours I 160

....

Academic course leVel

_ Lower division

Upper division

Graduate/professional division

Other

Discipline/subjeCt matter

157 .

757

157

157

157

185



CODE TERMS ABOUT THE LIBRARY TARGET GROUP Page No. 9f Definition

t,2.00 TARGET GROUP (continued)

1:2.20- ACADEMIC LIBRARY TARGET GROUP (continued)

.24 Academic studeht counts 160

, Academic student leve4 160

Undergraduate students
160 ...)

Graduate students':
160

Nondegree/nondiploma/noncertifitate students 160

Academic studentmajur program
-, . 160

.25 Academic institution employee counts
188

Research (instruction) employee

Discipline/subject matter

LeVl of research involvement

Other academic' instutiton 'employee

.29 Other academic library target group

2.2.30 PUBLIC LIBRARY TARGET GROUP

.3tt 'Oensity of population in public library primary service area _

.32. Educational attainment (of adult population)

No school'years completed

Elementary Schooly-years completed

l.to 4 years completed

5 to 7 years completed

8 years completed

High school years completed.

1 to 3 years completed

4' years completed

College years completed.

1 to 3 years' completed

4 or/more years completed

Unknown

252

252

252

188

158

246

245

187

187

187

187

187

187

187

187

187

188_

188

188

188
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CODE TERMS ABOUT THE LIBRARY TARGET GROUP Page No. of Definition

t.2.00 TARGET GROUP (continued).°

2.2.30 PUBLIC LIBRARY TARGET GROUP(kontiniied)

,.33 Employment categories (of adult population)° 246

Profess-lanai and business workers t46

Sales and services workers ,

246

. .

Manual workers
246

Service and. household workers
246

.34 Family income
246.

Under .$1,000

$1,000 to $4,999

$5,000 to $9,899

$10,000 to $14,999

$15,000 to $24,999

$25,000 to $49,999

$50,000 and above

247

247

247

247

247

247

247

.39 Other public library target group 246

3.2.40 SCHOOL iTBRARYAETUA CENTER TARGET GROUP
256..

.41. Minimum admissions requirement(s) :224

Location of residence
224

Age-,
224

Grade or year standing
224

Successful completion of an entrance requirement or other

test
-22a

Achievement in school work U 225

_Special ability, aptitude, or interest 9 225

Special need
225

Court commitment
225 ,

Current employment
225

Employability
225

Other requirement
225

No requirement
2?5

5
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9

CabE -TERMS ABOUT THE LIBRARY TARGET GROUP Page No. of Definition

t.2.00 TARGET GROUP.(continued)

3.2.40 SCHOOL LIBRARY /MEDIA CENTER,TARGET GROUP (continued)

.42 School compulsory attendance age span

".43 School permisSive dttendanCe age span

School student counts

School average daily attendance

School'-average daily membership

School grade or year enrollment.

1

t
. 45 School employee counts

.Classroom teacher

Other school employee

. 49 Other school library/media center target group

4.2.50 SPECIAL LiTBRARY SERVING AN INSTITUTION OF POSTSECONDARY

EDUCATION TARGET GROUP

(see descriptors for academic library target group)

-..5.2.60 SPECIAL LIBRARY'IN TREPRITATE SECTOR TARGET GROUP

. 61 Security-clearance status (if applicable)

.62 Parent organization emplovl- _punts

Research (instruction) a )1( ee

Levelvof research ihro ,ement

Discipline/subject matter

Other employee

.69 Other srecial library target group.

255

257,

258

258

'258

258

188

256

188

256

265

265

265.

188

252

252

'252

188

265

r

/
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CODE TERMS ABOUT THE LIBRARY TARGET GROUP _ Page No. of Definition

t.2.00 TARGET GROUP (continued),

6.2.70: SPECIAL LIBRARY MAINTAINED BY AND SERVING A GOVERNMENT AGENCY

TARGET GROUP

.71 Security clearance status (if applicable)

.72 Government officials

.73 Agency employee counts

Research (instruction) employee

Level of research involvement

Discipline /subject matter

Other employee

..74 Contractors to the agency

\

.79 Other spetial librAry target group

7.2.80 INDEPENDENT SPECIAL LIBRARY TARGET GROUP

(categories of target group should be self-defined)

8.2.90 OTHER SPECIAL LIBRARY TARGET GROUP
265

tr"

265

265

_265

181.

252

252

252

1'88

266

265,

265

(categories of target group should be self-defined)

(
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D. RESOURCE DATA

This section describes the resources that are available to the library

may be utilized to provide servf-:es to the lib 'cry's clientele., The

most prominent resource is the collection. In addition to the collection,

other resources include personnel resources (i.e., the employees of the

library), financial resources and liabilities (e.g., endowments and debt

services), and facility resources (i.e., the library buildings and equip-

ment).

Resource management is a vital concern to managers in all sectors.

The management of .a resource includes not only a quantitative description

of that resource, but also some determination of the quality of that re-

.

source. In the case of library- management, it is severely limiting to

describe the collection resources, for example, only in terms of dollars

and size. Instead, it is much more desirable to assess both the quanti-

tative and qualitative aspects of the collection. These same concerns

apply to'personnel, financial, and facility resources of the-library.

For example, although library personnel are assigned to specific tasks

within the library, taken as a group, the staff represent a major resource

of the library. Thus,,the library manager has an acute need for qualita-

tive and'quantitative information about the resources available to the

library,

Classification of Terms about-Library Resources

Each resource category is separately coded and separately discussed

in the following subsections. Codes associated with these resources are,

as follows: collection, t.3; financial, t.4; personnel, t.5; and facili-

ties, t.6, where t indicates the type:of library. Most resource. e:esriptors,

are'common-to.all types of libraries (i.e., resource description is not
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type specific). However, while the physical deScriptioh of the collection

(e.g., physical units of holdings) is identical for all types of libraries,

the measure of relevancy of the collection (which is based largely upon

the correspondence between the content of the collection and the charac-

teristics of the target population) differs with the target group char-

acteristics--i.e., it is type specific.

The generalized resource codes are:

t. Type of Library

t.0 Resource Category

t.0.0 Section

t.0.00 Subsettion

where "t" is the code for type of library.

Collection Resources

The collection represents the\btasic resource of the library and the

most frequently measured and 'evaluated. Thus, the library manager has and

needs a significant amount of information, both quantitative and qualita-

tive, about this resource. Traditionally the physical description of the

collection has been most readily available and most widely collected.

With the increasing use of computer support systems, it becomes equally

feasible to describe the collection in terms of tts intellectual content,

relevance to target groups, accessibility, availability, and utilization.

Further, it is possible to evaluate the total information resources to

which the individual library haF ncess through networks, within the state,

across states, or nationally. ; important to the library manager to

evaluate not only the resources under the control of the library, but
\

through networks and cooperatives, those additiOnal resources to which

the library has access.
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In general, the following types of measures are appropriate for the

collection: physidal description, intellectual description, relevancy,

accessibility, availability, and utilization.

Physical description measures the physical dimensions of the library

collection. Physical dimensions are depicted within this Handbook in

terms of the numbers (physical units) and the types of format represented

in'the collection. For some management purposes, factors such as shelf

space utilized, oversized print materials, square footage required to

store-materials, and so forth, may also be useful pieceS of information.''

However, physical units in combination with materials format, in general,

are considered sufficiently descriptive of the physical dimension of the

collection. Such information is important in facilities planning, inven-

tory control, and processing requirements..

Descriptors of the intellectual cOntc-t include the bibliographic

units and titles held, and the breadth and depth of the collection..

Characteristics of breadth are fundamental On determining the capability

of the collection in meeting general information needs. The measurement

of the scope of intellectual content is difficult. Simplistically, and

within the confines of the. Handbook, it is measured in terms of the

topical areas covered and the extent of that coverage provided by the

collection. Depth, on the other hand, describes the capability of the

resource to meet Specialized needs and is measured in the termt.of density

or number of titles within subject areas covered by the collection.

The relevancy of the collection implies the objective capability of

the collection to meet the needs of the library's target group. In part,

relevancy is reflected in utilization of the collection; however, there

are other xeasures of relevancy which can be examined in relationship to



the collection. These'measures encompass such factors as "appropriate"

depth and breadth of the collection, age of the collection, and capability

of the colleCtion to meet. the anticipated needs of the library's target

group. There is considerable difficulty in advocating any particular

measure of 'relevancy appropriate to libraries in general; such measures

are contextual and relate to the community which the library is intended

to serve. Further, there are ncobviouS and direct measures of relevancy.

Instead, the Handbook suggests the correspondence of subjects covered,'

density of coverage and recency of acquisitions with features of.the

library's target group. In academic settings, for example, thy: subject

strengths of the collection need-to be mapped to the disciplines and

research areas represented by faculty and studerits. Similarly, among

school libraries, collections might be best examined in light of grade

levels.

Availability is another measure used to evaluate the collection.

Specifically, availability refers to whether the title or information

requested by the user is held in the collection at all. Examples of these

measures include the total request versus requests filled by the collec-

tion, and the percent of current publications which are purchased by the

library. Concepts of availability also extend to the availability of

resources to the library through systems and networki'.

Accessibility refers to the physical poSitioning of 'collection mate-

rials and the ease with which the user can locate the desired information.

Measurement is based upon issues such as the delivery time of materials

to the patron from the'collection, from off-site storage, and through

recall of materials in circulation; the ease with which a patron can

locate desired materials through the public catalog and on the shelf; a;
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the unsatisfied demand for materiels which are owned by the library but

are inaccessible (e.g., lost; in circulation, in bindery). Measures of,

accessibility also can be applied to materials available to the individ-

ual library through resource sharing agreements and networks.
vomit,.

Finally the collection can be assessed through utilization. Utili-

zation measures are an indication of the value of the collection to the

user. The manager needs to know how much of the colleCtion is used and

by whom (through both circulation and in-library use); what percentage of

the collection is circulated thrcugh interlibrary loan; how often indi-

vidual items from the collection are used; to what extent the collection

remains, unused; how many patrons are repeat users; the demographic profile

of the user and the types of material used. Utilization measures best

correspond with user and activity measures discussed later; however, the

concept is useful in the evaluation of the collection as well.

Decisionmakers and library managers need to be aware of thp growing

need.to assess the collection of any individual library in context with

the resources available to the Library through external sources, e.g.,

regional, state, and national networks. Thus, while the collection of

the library needs to be evaluated on its own merits, it equally must be

viewed in relationship to other available resources.

Classification of Terms about the Collection Resources

As indicated earlier, the coding designation for collection resources

is "t.3," where t represents the type of library. In general, the following

class+fication is more detailed for the physical description of the col-

lection than other measures of the collection. Specifically, the physical

description of the collection is coded as follows:
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t.3. COLLECTION RESOURCES

t.3.10 Collection counts

Collection categories.

t.3.30 Materials format of print and print facsiol le

t.3.40 Materials format of other material

Other dimensions of collection description are coded as:

t.3.50 Intellectual dimensions.

t.3.60 Relevancy of collection resources

t.3.70 Accessibility of collection resources

t.3.80 Availability of collection resources

t.3.90 Utilization

0
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CODE TERMS ABOUT THE COLLECTION RESOURCES OF THE LIBRARY Page No. of Definition

1.3.00 COLLECTION RESOURCES

.01 Collection book value

t.3.10 COLLECTION COUNTS

.11 Title

.12 Physical unit

.13 Volume

.14 Volume equivalency

.19 Other collection counts

1.3.26 COLLECTION CATEGORIES

.21 General library collection

.22 Reference collection

Ready reference collection

Reference file.

Vertical file

General reference collection

.23 Classified collection .

.24 Reserve collection

.25 Nonprint collgction

.26 Special collection

.28 Off-site storage collection

.29, Other collection

76

176

173

174

175

'75

271

174

173

173

173

173

173

173

173

173

174

f74

174

174
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CODE TERMS ABOUT THE COLLECTION RESOURCES OF THE LIBRARY Page No. of Definition

t.3.00,

t.3.30

.31

COLLECTION RESOURCES (continued)

MATERIALS FORMAT OF PRINT AND PRINT FACSIMILE 218, 232

218
Print (Or printed) material

Book
218

Serial
218

Periodical
218

0 Bound periodical
218

Unbound periodical
218

Newspaper
219

Serial service
219

Other serial'
219

Other print (or printed) material 2191

Pamphlet (not in vertical file)
219

Vertical f4le material
il9

Other print material'
219

.35 Microform
21 9

Aperture- card
219

Microfiche
219

Microfilm
219

Other microform
220

.39 Other print and print facsimile
232

t.3.40 MATERIALS FORMATOI OTHER MATERIAL
218

.41 Audiorecording
220

Audiocard
220

Audiodisc
220

Audiopage
220

Audiotape
ha

Other audiorecording
220

.42 Computer material
220

Computer printout
220

Magnetic storage fs 220

Other computer material
221

7



CODE TERMS ABOUT THE COLLECTION RESOURCES051 THE LIBRARY !Page NU. of Definition

1.

COLL,ErTiONRESOUATSontinued)

t.3.40 XATERIALS FORMAT OF OTRER MATERIAL (continued)

.43. Electronic display material,

Videodisc

Videotape

Other electronic display material

.44 rictorial representation

Atlas

Chart

Map

Picture

Other pictorial representation

.45 Projected or magnified material

Filmstrip or filmstrip set'

Ho :ram

Motion picture film

Overhead transparency

Slide

Stereograph

Other projected or magnified material

.46 Three-dimensional material

Diorama

Exhibit

Globe

Mock-up ,

Model

Realia

Simulation material

Other three-dimensional material

221

221

221

221

222

222

222

222

222

222

221

221

221

221

221

222

222

222,0:

222

222

, 222

222

222

223

223

223

223
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CODE TERMS ABOUT THE COLLECTION RESOURCES OF THE LIBRARY Page No. of Definition

t.3.00 COLLECTION RESOURCES (continued)

t.3.40 MATERIALS FORMAT OF OTHER MiLTERIAL (continued)

"--

.49 Other material format

Braille material

Kit

Manuscript

Score

Other material format

t.3.50 INTELLECTUAL DIhENSIONS

. 51 Collection breadth

Titles.held

Intended target group of collection resources

.

Discipline/subject matter covered by collection Yesources

Age ranges of audience (if ipplicable).

. 52 Collection depth

Titles in each discipline/subject matter covered by

collection resources

Titles in each age range ortarget group (if applicable)

t.3.60 RELEVANCY OF COLLECTION RESOURCES

. 61 -Appropriate breadth

Correspondence of collection breadth to librarys target

Group
9

. 62 Appropriate depth

Correspondence of collection depth to library's target group

.65 Currency of collection resources

Titles added during reporting period

C-.rculation transactions of title during reporting period

s

223

223---

223

223

223

223

176

176

175

268

185

. 161

176

185

161

176

176)

176, 268

176

176, 268

177

175

171
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COD TERMS ABOI.iT THE COLLECTION ,RESOURCES OF. THE tp4RARY Page No. of DefinitiOn

1.3.00 COLLECTION RESOURCES (continued)

t.3.70 ACCESSIBILITY OF COLLECTION RESOURCES 177

.71 User person time devoted to locating item 234

in public catalog 244 .

in general library collection 173

.72 Lag time from time of user request/entrance to library to

_time of obtaining desired material 233

from general library collection 173

from Off-site storage 174

from circulation (i.e., through recall) services 238

. from technical services (e.g., bindery)' - . 239

from elsewhere

74 Unsatisfied demand for collection resources owned by the

library but inaccessible 176

1.3.80 AVAILABILITY OF COLLECTION RESOURCES . 177

.81 8readth,of materials added to.collectioL resources-' 176

Percent of domestic nongovernmental publications currently

published added to collection 217

.82 User group demand 270

Percent of title requests by a library user filled by the

collection resources 176

Number of interlibrary than borrowing requests for material

not owned by the library . 208

t3.90 UTILIZATION 177

.91 Circulation transactijns of.title within reporting period 171

.92 Interlibrary loan lending requests for title within the

reporting period 208

.94 Noncirculated volumes reshelved 226.

is

8 0



a

-767

Financial Resources

The financial, resources of the library include assets, liabilities,

land fund balances directly .attributable to the library. For many.li-

braries, such.assets and liabilities are directly attributable to the

parent organization rather than the .individual library, and should not

be considered here. Assets are typically such items as cash, investments,

accounts receivable, inventories, and, endowments. Liabilities include

such.items as accounts payable, mortgages, and bonds. Fund balances

encompass unexpended balances, unexpended plant funds, investment in

pfant, and so forth. From a practical perspective, sewtra1 types of data

may be desirable for thelibrary manager to maintain based upon the par-

ticular circumstance of the library. These.are (1) a statement of assets

and liabilities of the library, (2) a description of unique endowments,

and (3) a description of the long-term debt directly attributable to the

library.

rpsources should be distinguished from income and expendi-

tures, which form in part programmatic data discussed in the following

section. For example; while unique endowments are considered an asset,

endowment income is described as current fund source and a descriptor of

library programs.

The general classification for financial resources is t.4.00, where

t der,)tes the type-of library. Assets are classified as 4.10, and lia-

bilities are,classified,as 4.20.

1



CODE' TERMS ABOUT THE FINANCIAL RESOURCES OF THE LIBRARY Page No. of Definition

ltt.4%0 FINANCIAL RESOURCES

.01 Dollar amount

.02 Dollar equivalency

1,4.10 ASSETS

.11 Cash

.12 Investments

. 13 Pledges 'receivable,

.14 .Accounts receivable

.16 Prepaid expensp and deferred charges

.17 Plant

.18 _Interfund borrowing due from or to other fundi-i~,-

0
.19, Other assets

;.4 :50

. 51 Accounts payable and accrued liabilities

. 52 Notes, bonds, and mortgages payable

a

. 53 Deposits

:54 Laferred revenues

.59 Other li,4bilities

1.4.70 FUND BALANCES

.rl " Current-fund balanct)
-

. 73 Endowment and similar fund balance

8

197

186

186.

198

198

198

198,

198

198

198

198

198 ,

198

198

tt4

198

199'

199

199

199

199

199

I ';
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-78,
.1

CODE "IERMS ABOUT THE FINAN:IAL RESOURCES OF THE LIBRARY Fagelio. of Definition

t,4:00 MARCIA RESOURCES (continued)

.4.70 FUND BALANCES (continued)

.74 Unexpended plant fund-
199

.75 Funds for renewal and replacement ft 199

.76 Net investment in plant
199

.77 Funds for retirement of indebtedness

.79 Other fund balances

199,

199
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Personnel Resources

,Growing emphasis it/being placed upon the personnel resources of

the library. This emphasis has been fostered by several developments:

the tignfiicant'proportion of the library's budget devoted to personnel

costs; increased concern with affirmative action and equal opportunity;

.
growing dependence upon the quality of personnel resources for thetloro-

vision of adequate information services; and concerns with salary and

profesE'onalism whin the library community. From a manageiAent per-

spective, personnel, the amount of resources available, and the related

costs-of this resource are-all of concern. From a reporting perspective,

such issues as racial/ethnic characteristics and handicap status are

important.

Persdnnel resources are examined on three levels: (1) individual

identi:lers and.charadteristics; (2) conditions of employment; and (3)

in total, the resources available for allocation to programs. Employee

identifiers vd Characteristics are independent of the individual's

employment and include such factors as educational attainment, experience,

racial/ethnic identification, se;,, and so forth. Many of these identi-

fiers,,sUch as sex and racial/ethnic identification, are needed to conform

to'the Office of Civil Rights and othert-which require such information.

However, these categories are subject to change, and the library admin-
..

istrator should adjust categories employee descriptions as these

'changes occur. Employment conditions characterize the individual's

relationship with the liprary% incl-ding contractual arrangements, terms

of appointment, employee category, assignment, status, and comp6nsation.

Finally, these personnel combine to make up the total resources

available to conduct library programs. In this sense, the library manager

0
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is. concerned with the amount of and types of personnel resources available.

While.the first two levels are measured in terms of headcount:3, 4 "s

category is measured by full-time equivalents based upon service months

The general code used to, designate personnel resources in thi5:

book is t.5.00, where t represents the type of library. Consistent with

earlier classifi atioci substructures, personnel resources are classifier4

as:

t.5 PERSONNEL RESOURCES

t.5.0 Major Heading

t.5.00 Subsection
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CGOE TERMS ABOUT THE PERSONNEL RESOURCES OF THE LIBRARY

t.5.00 PERSONNEL RESOURCES

.01 Service months of personnel resources

.02 Headcounts of personnel resources

.03 Full-time equivalent (FTE) counts of personnel resources

t.5.10 PERSONNEL IDENTIFIERS/TRAITS

.11 . Individual identification

.12 Age

Under 25 years

25 to.24 years

35 to 44 years

45 to 54 years

55 tO59 years

60 to 64 years

65 to 69 gears

70 years and over

.13 Sex

Male

Female

.14 Race /ethnic identification

Hispanic

Nohhispanic. white

Nonhisparic, black

American Indian or Alaskan native

Asian or Pacific Islander

Nonre-ident alien

ar

Page
of Definition

229

188

188

188

228

22-i

161

162

162

162

162

162

162

162

162

262

262

262

249

249

249

249

249

249

249
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CODE TERMS ABOUT THE PERSONNEL RESOURCES OF THE LIBRARY Page No, off Definition

1.5.00 PERSONNEL RESOURCES (continued)

t.5,10 PERSONNEL IDENTIFIERS/TRAITS (continued)

.15 Handicap category

None

Visually handicapped

Hearing handicapped

Deaf-blind

Orthopedically handicapped

Other health handicapped

Speech handicapped

Mentally handicapped

Multi handicapped

.16 Educational attainment

Less than high school graduation

Certificate or diploma

Associate degree

Bachelor's degree

Master's degree

in information/library science

in media/educational technology

two or more master's degrees (or master's and first

professional degree)

one of which is in information/library science

one of which is in media/educational technology

none of which is in information/library science or

media/educational technology

Doctoral degree

Other

203

203

203

203

203

203

203

203

203

203

187

187

204

204

204

204

187

187

187

187

187

187

204

187

.18 Professional affiliations or appointments
229

.19 Other ,Jrsonnel identifiers/traits
228
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CODE TERMS ABOUT THE PERSONNEL RESOURCES OF THE LS3RARY I Page No. of Definition

t.5.00 PERSONNEL REsoURCES.( continued)

1.5.30 PERSONNEL CONDITIONS OF EMPLoymENT

.21 Personnel resource category

Executive /administrative /managerial professional

Specialist/ /ibrary Professional

Librarian

Media professional

Subject specialist

Other pro'

Technical employee

onal

Library technician

Media 'technician

Other technician

Office/clerical employee

Secretarial/c employee

P4ne/student
assistan

Service employee

lver

-.32 Oompensatiou

Salaries and wages

Fringe- benefits

Source of co npensation

.33 Term of appoirtmet

Tenure status

Apppintmen;. period

.34 Status

Full-time emr10Y6

A-

228

229

229

229

230

230

23C

230

230

230

230

231.

231

231

231

231

19'

194

194

228

228

228

.228

228

.79 , Other personnel -2..121C.U12ns of e1p1 ant 228
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CODE FAXT THt PERSONNEL
RESOURCES OF T,,

LIBRARY

t.5.00 PEr5ONZ 'SOURCES (continued)

Page No. of Definition,

t.b.50 Sr ASSISTANT
267

.51 Service months of student assistants

.52 Headcount of student assistants

.53 Compensation of student assistants

t.5.60 CONTRIBUTED (=WISER) SERVICES

.61 Service months of contributed services.

.62 Headcount of volunteers

.63 Dollar equivalency of'contributed (

volunteer)
services'

188

188

194

195

181 !

188

186
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Facilities Resources

Facilities resources form the fihal resource category in which to

describe the asset: of the library. The library manager needs to have

an overall Picture of the amount of facilities (physical plant) resources

available'to the library, the cost:and quality of library facilities, and

the special:equipment available to the library.

This-Haudbooic provides several ways to describe the spaceavailable

within the facilities _resources: the capacity of the library to house the

collection, the actual. usable space contained.within the library as mea-

sured in square footage, and the seating capacity of the library. The

value of the library facilities is measured in terms of the estimated

replacement cost of the facilities and the capital eq.,ipment housed

within the library. Further, the condition of the facil-Lies is eval-

uated. Also considered under facilities resources is the equipment main-
,

tained by the library. Finally, the relative Fvailability of equipment

and facilities to the .!'brary's clierteTe is.considered.

The general class--ti u facilities resources is t.6.00, where

t ck-7ighates the type Jbrar . The inventory of equipment presented

in %'"'s-ct4ori parallels the inventory.af materials formats described

urfk.7 resources. That is, the following correspondence may

t.3.41 Audiorecording .

:;:l;vilter material

t.3.43 i...lectronic display material

cl

.. t . 6 . 61 Audio device;

t 6 62 CoMputer device;

t 6 63 Electronic display device
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CODE TERNS ABOUT THE FACILITIES RESOURCES OF THE LIBRARY Page *No. of Definition

t.6.00. FACILITIES RESOURCES

.01' Assignable square feet

.02 Gross square feet

1.6.10 BUILDING IDENTIFIERS/CHARACTERISTICS

.11 Building identification

.12 Year of construction

.13 :stimated building/facility replacement cost

.14 Condition code

Satisfactory

Remodeling - A-.

Remodeling - B

Remodeling - C,

Demolition

Termination

162

201

165

, 165

166

166,

-166

166

.

166'

i56

166

166

.15 Handicap Access
166

:.6.20 Roa" USE CATEGORIES (ASSICWABLE SQUAE5 FEET) I 2E.

:21 .!(:-.sl.Nom facility

22 . orator)

.23 Office facility

.24 Study facility

RE ..:16g/study rocn

Stack

Open stack/readiag room

User informati

252

252

253

253

253

253

253
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CODE TERMS ABOUT THE FACILITIES RESOURCES OF THE LIBRARY Page No. of Definition

t.6.00

t.6.20

FACILITIES RESOURCES (continued)

ROOM USE CATEGORIES (ASSIGNABLE SQUARE FEET) (continued)

.25 Special use facility 253

Audiovisual, radio, TV facility 253

Audiovisual, radio, TV service facility 253

Other special use facility 253

.6 General use facility 253

.27 Supporting facility 253

. Off-site storage facility 253

Othersupilrting farjlity 253

.29
Unclassified facility 253

t.G.30 FAaLLITIES AVAILABILITY 197

1.6.40 FACILITIES i.-LPAcITY

41 Seating capacity 258

Carrels 259

Wet- carrel s 259

Dry-carrels 259

Other seating 259.

.42
Shelving capacity 262

Linear fect of shelving 262

Assigni,hle square feet of shelving 262

1.6.50 EQUIPIE1,1' IDENTIFIERS 189

.53
Equipment ownership status 189

Equipment owned by library

Equipment on deposit, on loan, or rented to library'
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CODE TERMS ABOUT THE FACILITIES RESOURCES OF THE LIBRARY Page No. of Definition

t.6.00 FACILITZZ RESOURCES (continued)

t.6.50 EQUIPMENT IDENTIFIERS continued)

.55 Equipment availability

'luiPment available to the librlry user group for in-library

use

Equipment available to the library user group for out-of-

library use through circulation or rental

Equipment not available to user group

x.6.60 EQUIPMENT TYPES

189

190

.61 Audio deyice
a

190

Audioplayer
190

AudioreCorder
190

Audiotape duplicator
190

Listening center
190

Other audio device
190

Computer device
190

c. Computer
190

Computer terminal
191

Other input/output device
191

Other computer device
191

.63 Electronic display device
191

Videotape recorder
191

Videoplayer
192

Television receiver

Telewriter
792

Other electronic display device
1!..72

.65 Projecting or magnifying device
192

Filrstrip projector or viewer
192

Slide projector or
192

microform reader or reacer /printer
192

Motion picture projector
192

Other projecting or magnifying project;,-
193
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CODE TIAIIS ACM( THE FACILITIES RESOURCES OF THE LIBRARY Page No: of Definition

t.6.00 FACILITIES RESOURCES .(continued)

t.6.60 EQUIPMENT TYPES (continued)

.67 Graphic/reproduction device 193

Printer /copier /duplicator 193

Other graphic/reproductloti device 193

.68 'Photographic device 193

69 Other device 193.

t.



E. PROGRAM DATA

This Section focuses upon the identification of the different

functions performed by the library and describes these functions along

dimensioi that are important to the uibray manager. The first part of

this section presents a way to describe what programs are conducted by

the library (i.e., what a library dces) and three alterpative levels of

detail to categorize these activitie-i. The latter parts of this section-

detail the dithensions by which to further describe and assess each of

these program areas. Figure 1, Summary of Ilformation Strkture for

Libraries, presented in Chapter III, is an overview of progra,s and the

dimensions which are discussed here.

A library is a complex entity that consists of a number of programs,

each of which is a set of activities undertaken for specific purpose(s)

requiring a set of resources to accomplish the desired Outcome(s). For

most purposes, it is meaningless to describe the library as a whole.

Rather, it becomes more valuable to 'describe the library in terms of sets

of,activities,or primary programmatic. categories.

The categories ofprogcammatic activities of libraries are difficult

to derive because they relate so intricately the level of sophistication

existent or desired within a particular library. For example, a small.

library is very simply zed with only a few programs and .a limited

data system. Hoever, at the other extreme, a major research library

would probably have a large number of program areas and a sophisticaed

data system. Thus flexibility within the information system is essential

to accommode,,e a variety of libraries in a-consistent and logical manner.

The Handbook identifies three categorizations of pro..,raths (from level

1 to level, 3), each successte level consisting of finer program divisions.

%r



The broadest category, leveM, consists)of the following programmatic

functions:

o Cultural

o Resource distribution services

educational, and information services

osCollection development services

o Technical services

O Administrative services and administrative support services

Level 2 categorization is slightly more disaggregate, and finally, level

3 is the most detailed program categorization. Are 3 delineates these

three levels of programmatic function.

Program data are classified as t.7.nn.000, where represents the

type of library, nn represents the programmatic category, and the'set of

thre_ digits (.000) represents the measures or dimensiont-by,whiel the
4\

program is described and evaluated.

Programmatic Measures

For information about programmatic categories to bekvaluable, there,

are a number of descriptors that should be incorporated'into the informa-

tion structure. These descriptors can best be,determined as the individual '

library administrator reflects on broad AUestions which need to be addressed

about each program area of the library. These questions are:

O What are the sources .of ,,rogram funding?

Hc. much is received from these sources?

How are these furids spent-and how can'they be measured?

How many and what types\of perionnel resources does the library

have at its disposal?

How can these personnel, resources be described?

are these personnel resources utilized?

() .

r..



LEVEL 1

Cultural, educational, and

_information
serices

FIGURE 3

LEVELS OF PROGRAMMATIC ACTIVITIES

LEVEL 2

Resource distribution services

LEVEL 3

Machine-assisted eferencer

services
Readeft and researcnauvisnry

services
Infnr?=zticn,:ervices Referral services

Research and analysis services
Selective dissemination of

information services
Other information services

General educationjirogvams

CulLral., recreational, and Cultural events pfograms
educational-services Special services

Other cultural, recreational,
and educational services

1-Eq4ipent distribution services'
Gen-1 circulation services/

rCirculation Me:iid distribution services/'
Reserve services
-Other circulation services

-.terlibrary loan ser4ices
,Interinstitutional excham Ater library deliveryServi et

and%delivery services -Other interinstititionat ex
chnle and dellvery servic

,/

Collection development services+-Collection developmen:, deVelopment serves

Technical.sev;Vices
A7

;9

: cl5
,- / .

Searchipg and verification \

Odering/serVices .

Materials acquisitic r--vt.,,,s.,.
serv;ces

0 0ther'tmate0a1S acquisition

'
servwes

Cataloging:services :

Catalog maintenance and
/production services

,[
'Serial control servces
Other materials Lrganization,
and control services

)

,

Col inection matenance
Collection resources mainte- \

nance services

services Physical processing services: 1

?i Other collection maintenance *.
services .

..

Materials organization and
control,services

/

Administrative servtces and
administrative support
services

a

-Planning and program development

-Coordinative/leadership -Liaison activities

activ ities Public-relations and development
Other coordinative and leader-

ship activities

rFinancial management and
I operations
-"ealth, safety, and security

services
Personnel services 1

Other management services

f-Logistical services
:17-Physical plant operations

Manage.-ent services

Logistical and physical
plant operations

9 ri
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Whet fatilities and space can the library.access?

How are these facilities utilized?-

What activity is pee:Formed in each of the library's departMents?

What is the workload for the employees of the llbrary and how is

workload measured?
.

Who utilizes the services of the library?

What services do they utilize ?'
4

How can utilization be described and measured?

at_4re the outcomes of library services?

What level of performance does the library have?.

How does the level of performance relate to the intended objective

i

o1 the library?

How are outcomes and performance measured to best demonstrate

resource accountability?

This series 'of questions leads directly to the identifi-cation of a

parallel list of measures necessary to describe and evaluate the programs

of the library:

o 'Financial Measures

Personnel Measures

Facility Measures

Activity Measures

User Measures

o Outcome/Peeformance Measures

a

The firSt tree categories of measure -- financial, personnel, and facility- -

correspond to the resources discussed earlier. Indeed these measures

represent resource utilization measures. The following claisification

struct f- resource utiliation measures 4nd the corresponding:relource

category reinforce this parallel:
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Programmat\c Measures. Resource Measures

t.7.nn.400 Financial Measures t.4 Financial 'Resources

\

t,7.nn.500 Personnel Measures t.5 Personnel Resources

t.7.nn.600 Fatility Measures f.6 Facility Resources

Activity Measures and Outcome or performance Measures are classified as

t.7.nd.70 and ..t.7,nn.80, respectively, where "t" indicates type of library

.', and ,"nn" indicates the programmatic category. User measures are classified
. .

as i.7.nn.200 to correspond with the.classification. of the library target

group, t.2.

Each of-these categories is discussed in detail in the following

system. Figure 1, Summary.Of Information Structure for Libraries (in

Chapter III), provides a graphic overview of the information framework

thus far discussed.
I
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CODE

1.7.00

t.7.10

.11

.15

1.7.20

.21

25

t .7.30

-95--

TERMS ABOUT THE PROGRAMMATIC ACTIVITIES OF THE LIBRARY Page No: of Definitioh

FROGRAWATIC ACTIVITIES 235

CULTURAL, EDUCATIONAL, AND INFORMATION SERVICES 235

Iriformation.services 235

Machineassisted reference services- 2t35

,Readers and research advisory services 235

c,,Sigerral services ,236

Reseprch and analysis services 236

.Selective disseMination of information services 236

.0therAnformation services 236

Cultural; recreational, and educational services 236

General education programs '236/'Cultural events programs 237

Special services
, 237

Other cultural, recreational, anc educational services

k

237

RESOURCE DISTRIBUTION SERVICES 237

Circulation services
238

Equipment services 238

General circulation serviLa0 238

Media distribution services 238

Reserve serVices.
238

Other circulatien_servjces
238

-Interinstitutional exchange and delivery services 239

. .

Interlibrary loan services .

239

Interlibrary delivety services 239

Other interinstitutional eXchange,and delivery services 239

COLLECTION DEMLOPFEWT SERVICES
239

j 0 0

8
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CODE TERMS ABOUT THE PROGRAMMATIC ACTIVITIES OF THE LIBRARY Pagh NO: of Definition

t.7.01

t.7.40

.41

PROGRAMMATIC ACTIVarEgfc2ntinued)

I,TEORNICAL SERVICES

1
Materials acquisition services

239

240

Ordering services \
- -"s240

Searching and verification services
740

i
Other materials acquisition services

240,

.

Materials organization and control services
:,

-. .

,._.

240.

Cataloging services
240

Catalog maintenance and production services 240

Serial control services A
24D

Other materials' organization and control services 241;

o
.47 Collection maintenance services

241

,Collection resources-maintenance seViCes 241

Physical processing services
241

Stack maintenance services
241

'Other collection maintenance services
241

p.7.50 ADMINISTRATIVE SERVICES AND ADMINISTRATIVE SUPPORT SERVICES 241

.51 --Coordinative and leadership activities
242

Planning and program development
242

Liaison activities
242

Public relations and development
242

Other coordinative and leadership activities
242

.54 -Management services
242

Financial management and operations
243

Health, safety, and security services
243

Personnel services
243

,Other management services
243

1.57 Logistical and physical plant opera ions
243

Logist :zrvicos
243

Physical plant operations
. .

244

1 0 1
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Financial Measures

The financial measures included in this structure of information

encompass two basic type of data--revenues and expenditures. Revenue

data focus upon funding sources and levels of funding, by,mapping these

data to spItifit activity centers (programs) of the library. With respect

to-expenditures, both program and object expenditures are considered. In

,

'addition, a detailed classification of collection expenditures according

to the types of materialS acquired by the library is presented.

In order to more clearly link these measures to individual prOgrams,

a source-use matrix is provided .in Summary Format 1.: This matrix provides

an overview, of the current revenues of the library and the allocation of

q7 these revenues. Alternatively, or .additionally, aw.examination of the

expdnditure categories by program may be,used. A summary format--Expen-

.,
ditures by Program--f011ows the sairce-use matrix..

. .

The utilization of the financial resources by programa 't -function's

of the library is boded as t.7.nn.400, where "t",is the type of library,

and "nn" represents the'program designation. Ii is contingent upon the

library to substitute theappropriate.programmatic code.
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CODE N ;TERMS ABOUT THE FINANCIAL MEASCPES OF PROGRAMMATIC ACTIVITIES ge No. of Definition

t.7.nn.400 FINANCIAL MEASURES

t.7.nn.410 REVENUE RESTRICTION CATEGORIES

.411 Unrestticted funds

.412 Restricted funds'

VP

c.7.nn.420 CURRENTFUND REVENUE CATEGORIES

.421 Governmental appropriations

Federal

,State,

Local

ether, governmental jurisdictitin

233

.-

252.

252

252

181

181

181

181

'181

181

.422- GJ4vernmental grants and contracts
182

Federal

State

Local

Other jurisdiction

.424 Private gifts, grants,'and-contraCts

_____425--Endowment inune
ti

.426 Generated income

1-82

182

182

182

.182

182 '

.429 Other current -fund revenues
182

Tuition and fees (where applicable)
183

Appropriations made by the oarentorqinization (where

applicable)
183

.7.nn.430 . TRANSFER-IN

.10.

182"
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CODE -.TERMS ABQUT THE FINANCIAL MEASURES.OF PROGRAMMATIC ACTI:ITIES Page No, of Definition

.

t.7.nn.400 FINANCIAL-MEASURES (continued)

t.7.nn.440 PROGRAM EXPENDITURES (DIRECTICOSTS)

.441 Salaries and wages

194

194

Exempt .professional.) employee 193

Nonexempt (other) employee 226 . .

6
.442 !Fringe benefits 194

Exempt (professional) employee 193

Nonexempt (other) employee 226

.443 Supplies and services 194

:444 Noncapital equipment 194

;

.448 External accounting expenditures

Expenditures made by parent organization ' '194

Expenditures made by another agency 195

Expenditures made by a central mdministration- 195

Dollar equivalency of contributed (vO)unteer) services 195 .

.449 Other program expenditures.. 194

194 ti

t.7.nn.450 OBJECT EXPENDITURES

.451 Program expenditures (direct costs)

.452 Collection resources expenditures 195

Publishing source

Government pubjication 217

Domestic nongovernment publication 217

Foreign nongovernment publicatiGn 217

° Matersials format 218

Periodical subscription (excluding microform) 267

'Cther'serials subscription (excluding microform) 267

Print (or. printed) books 218

219Microform

Other materials format 218

.0
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CODE TERMS ABOUT THE r r.IAL MEASURES OF PRODRAMMATIC ACTIVITIES Page No. of Definition

t . 7 . nn .400 tirlANCIAL MEASURES . {conti nued )

t.T.nn..450 OBJECT EXPENDITURES -(continued)

.455 Expenditures for:Capital Assets
_

.7.nn.460 TRAliSPER&OUT

.461 Mandatory-transfer-out

462 Nonmandatory transfer-out

.4a

-'1

T

a

-s

'



I.

.4 --. ource at
. )

1 Funds
UNRESTRICTED

Prograpeat
FUNDS

Categories

an4011est

CULTURAL, EDUCATIONAL,

ANO INFORMATION SERVICES

RESOURCE DISTRIBUTION

SERVICES

COLLECTIONTEVEAPMENT

SERVICES

SLIM NUMBER ',

FISCAL PERIOD raf

CURRENT-FUND SOURCE/USE MATRIX :

RESTRICTED FUNDS

Governmental,

Appropriations

Governmental

Contracts &

Grants

kivate Gifts
Grants, &

Contracts

Endowment Generated

Income Income Other

TRANSFERS

IN

TECHNICAL SERVICES,

ADMINISTRATIVE SERVICES

(i ADMINISTRATIVE SUPPORT

SERVICES

COLLECJION RESURCES

EXPENDITURES FOR

CAPITAL ASSETS

MANDATORY TRANSFER-OUT

(itemize)", ,

NONMANDATORY

TRANSFER-OUT'

"(NMI UMW'

TOTAL

EXPENDITURES

BY FUNCTION

(Row Totato)

77.71

TOTAL,REVENUEi

BY SOURCE

(Colymn 'MOO

4

wJ

MJ

O
'



0 I.

reL

"

EXPENDITURES BY PROGRAM

SUMMARY FORMAT

r.

.SLIN NUMBIER

riscaLpEno1716
TO

. .

i

Supplies

and Serlices ',

Non-capital:

Eqvipment

PrOgram

ExpeAditores.

(Rou Totaloi

llbjectof
Expenditure

Programmatic.

Activities Pro ram '

.....

'CULTURAL, EDUCATIONAL ., V'

AND INFORNATIONSERVICES------'

. ..

R

,.........;...r......,.
.

Salaries

i9,WageS

,

Fringe

Benefits

,

,

.

,

.,,

,

RESOURCEDISilliDTION .

'SERVICES .:-.' ,

!

.

,

'.COLLECilON,DEVELOPMENT

SERVICES
9

.

.

,,

D 0

TECHNICAL SERVICES

t
,

. ,

AOMINISOATIVE SERVICES

AND ADAINMATIVE'

SUPPORT SERIOCES
, ,

,

' i'
..[-'

ii....-

COLLECTION RESOURCES'.

. ,
4

_.
1

....

, 1oagimr ormigron
mmormile\

,

EXPENDITURES FOR

CAPITAL ASSETS, i
\

,

, . .

MANDATORY TRANSFER -OUT

NONMANDAIDRY

TRANSFER -OUT I

,;

..

f',.

\ '

..

.

.
,

.......

;TOTAL. OBJECT
,

,

EXPENDITUREP
''..

(e9/umoToa/0) . '

.
\ ,

,

\ .,
.

J

..

,

.
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Oer:onnel Measures of Library Programs

The personnel Component of this section is concerned with the

descriPtion of personnel resources utilized in each of thefunctional
0

areas. Personnel.meatures of library programs are described in the same

manner in which the persOnnel resources, of the library 4ere-described

previously. These measures include both headcount and eqUiValent service

months, full- or part-time status, and,types of employee classification.

thus, the general code for personhel'measures of library programs

is t.7.nn.500, parallellingsthat:of:persOnnelresources (t.5.00). As

with financial measures previously, personnel measures are the same for

programmatic functions.

A summary format for pertonnel measures is provided in Personnel

and service months by program.
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CODE TERMS ABOUT PERSONNEL EASURES.OF LIBRARY PROGRAMS Page No. of Definition

t.7.nn.500 PERSONNEL-MEASURES

..
.501 Service months

.502 Headcounts of personnel resources

.503 Full-time equivalent counts,of,personnel resources

t.7.nn.510 PERSONNEL RESOURCE CATEGORY

ExecutiveiadMinistrative/managerial professional

.512 Specialist/library professional

Librarian

Media professional

Subject specialist

Other professional

.513 Technical employee

Library technician

Media technician.

Other technician

.514 Office/clerical employee

Secretarial/clerical, employee

Page/student assistant/shelver

.515 Service employee

t.7.nn.550 STUDENT ASSISTANT

.551 Service months of studentassistants

.552 .Headcounts of student assistants

t.7.nn.560 CONTRIBUTED (VOLUNTEER) SERVICES

.561 Service months of contributed (volunteer). services

N

233

188

188

188

229

229

229

230

230

230

230

230

230

230

231

231

231

231

231

267

1a8

188 °

195

188
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CODE '
TERMS ABOUT PERSONNEL MEASURES OF LIBRARYPW1GRAMS Page No:ofDefinition

':.7.nn.500 PERSONNEL MEASURES (continued)

t.7.nn.560 CONTRIBUTED (VOLUNTEER) SERVICES (continued)

. 562 Headcount of volunteers

. 563 Dollar equivalency of contributed (volunteer) services

119

188

195



PERSONNEL MEASURES OF.

PROGRAMMATIC ACTIVITIES

SUMMARY FORMAT

SLIN NUMBER.

FISCAL PERIOD FROM

TO

(Service Outlet )

Service Months.

'ersonne Atesource

Categories

amiatic

ctions

xempt 'rofess ona

Employees

nexempt it er

. EmplOyaes Total

Headcount

Exempt ro ess ona

Employees

Nonexempt Ot er

Employees

Total

Service

Months

Full-tams Part-time Full-time Part-time Full-timelPart-time Full-time Part-time

,

RAL, EDUCATIONAL,

NFORMATJON SERVICES

k

.

RCE DISTRIBUTION

CES . " ',

,

-

, .

CTION-DEVELOPMENT--

CES ------ I

,

.

ICAL SERVICES

.

.

.
.

ISTRATIVE SERVICES

DMIRISTRATIVE -:

RT SERVICES

.

.
,.

S-6_

.

,
YEE STATUS

mn Totals)

I 7
,z .:.

1
o
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Facilities Measurer, of Library Programs

The facilities component of programmatic measures parallels the

facilities resource measures. This section is concerned with describing

the amount and type of facilities resources utilized by each of the pro-

grammatic areas. This description is accomplished by measuring the amount

of assignable square feetfor several types of room use categories for

each of the functional areas.

The general code for facilities measures. is t.7.nn.600 and corres-

ponds to that for the faciTities resource desdriptions, t.600. As with

the previously discUssedmeasures of resource utilization; descriptors

for facilities measures are the same across programmatic categories and

are designated here as,'"nn," a11wing the substitution of the approprtate

code for the programmatic function under-consideration.

A summary formats- Facilities Measures of Library Programs--ispro-

vided as an overview of facility use by program.
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CODE " TERMS ABOUT THE FACILITIES MEASURES OF LIBRARY PROGRAMS Page No.:of:Def3nition

t..7.rm.800 FACIEITIES MEASURES 233

.601 ASSignable square,feet 162

t.7.nn.620 ROOM USE CATEGORIES
_

252

.62.1 Classroom facility 252_._..

.622 Laboratory facility 252

.623 Office facility :252

.624 Study facility 253

.625 Special use.faci1ity

.626 General use facility 253

.627 Supporting facility 2.53

t.7.nn.650. ASSIGNED FOUIPMENT IDENTIFIERS 189"

190

t.7.nn.660 ASSIGNED EQUIPMENT TYPES

.461 :Audio device

.662 Computer device 190

.663 Electronic display device 191

.665 Projecting or magnifying device 192

.667 Graphic and reproduction device 192

---.668 Photogiaphiddeilee 193

.669 Other device 193

Li 6



FACILITIES MEASURES OF LIBRARY PROGRAMS

SUMMARY FORMAT .

ASSIGNABLE SQUARE. FEET

SLIN NUMBER

INVENTORY

(SerPtice Outlet

Rbom

Use

Categories

Programmatic

Functions

EI 01 1 0
0 >00 0

41

0,-
.f..11:

.1.

VI:
0

0 'r 0 .r

VI 0., 1.r 0r
0 4- Mr. s.- v4

U li. ..l U. Olt.

Total Assignable

Square Feet by

Programmatic

Activities

CULTURAL, EDUCATIONAL,.

AND INFORMATION

SERVICES

RESOURCE DISTRIBUTION

SERVICES'. ,

COLLECTION DEVELOPMENT

SERVICES

TECHNICAL SERVICES

ADMINISTRATIVE SERVICES

1 ADMINISTRATIVE

SUPPORT SERVICES .

ASSIGNABLE

SQUARE FEET

BY ROOM USE CATEGORY

(caurthi tall

118

J



Activity Mtasures of Library Programs

:

,

,.. The activities component describes the .type and level of activities
.

. .

.

conducted by each prodrammatic area of library. SimOlistically,

activities can be described as the output (products, services, and work

completed) by ach of Oe.05.ogrammatic funCtions.of° the libra'rY. This

.comPonent'Contains extreme, diversity reflecting the various activities

and activty.-:Centers.of the libratv. The individUal library manager will

want to consider selecting those measures,wpich mo*t-clearly meet the

needs and goals and objectives of the library:

Since most activities are directly related and unique-to a program-

matic function, the program code has been inserted in the following

classification structure. The general code for the,activities of library

programs is t.7.nn.700, where "t" dendtes,the type of library and "nn"

indicates the programmatic category.



CODE :TERMS ABOUT THE ACTIVITY MEASURES OF-LIBRARY PROGRAMS .pagi No. of Oefinl'Auil

t.7.nn.7001- ACTIVITY MEASURES
d. 233

.701 Number of .transactions 133 ,

.702 Transaction duration 233

.703 Lag time 233

.704. Activity Pate 234

.70g PersOn time 234

.706 Labor cost

t.7.11.700 INFORMATION SERVICES

°t.7.11.720 INFORMATION CONTACT

. 721 'Directional transaction

.

234

235

205

205

. 722 Group transaction 205

./23' Reference transaction

Catalog information transaction

Fact-finding transaction
)

Literature search transaction

Literature search of ;he collection

Bibliographic e--.ta base literiture search

-Combined literature search

Other literature search:

Readers' or reseal-0 advisory.transacticn

Referral transaction

community referral transaction:,

Other referraYtransectiOn

;---Research_and analysis transaction

Other referende-transaction

12 0

205 ,

205

206

206

206

206

206

206

207

207

207

207

207 '4.
1'



`CODE TERMS raw THE ACTIVITY'MEA1DRES OP LIBRARY PROGRAMS Page No. \rf Oefinitfon

t27.nn.700-

I6- '''.

t.7.11.700

t.7.11.730

4C7ZI/Ti7.44EJVAlcontinued)

' : '. _

INTONATION SERVICES (continued)

SELECTIVE DISSEMINATION OF INFORMATION ACTIVITY 259

.731 'Selective dissemination of informatiop'seaedb .
.259

.732 Data base searched
184,

.733- Entries produced
189

t.

t.7-11-740 BIBLIOGRAPHY-COMPILED BY LIBRARY EMPLOYEE' 250,

.741 Topic of bibliography
269

..742 Entries in bibliography
189

t.7.11.7.50 SPECIAL CATALOG. COVILED Hy LIBRARY EVLOYEE-
262

.751 Topic-of special catalog
269

.752 Entries in 'special catalog
189

NONCIRCULATED VOLUMES RESHELVED INTO REFERENCE COLLECTION : 226; '173

o

t.7;11.780 INFORMATION SERVICE HOURS
207

1.7z11.790 OTHER INFORMATION SERVICES ACTIVITY '235

t.7.15.700

,

CULTURAL, RECREATIONAL, AND EDUCATIONAL SERVICES -,236 .

1.7.15.710 GROUP TRANSACTION
207

1.7.15.740.

,

EXHIBIT. PREPARED BXLIBRARX EMPLOYEE(S)
222

t. 7.15.790 OTHER CULTURAL, RECREATIONAL, AlgrEDUCATtONAL SERVICES 236

21
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CODE t -TERWABOUT THE ACT TY MEASURES OF LIBRARY PROGRAMS

1

7.7.nn.700 ACTIVITY la.ASURES (continued)

t.7.11 700 'CIRCULATION SERVICES,,,

t.7.21.710 CIRCULATION TRANSACTION

. ,

.711. General circulation trN sactfiT,.

1

.712 Reserve circulaion.transactidn

..4.

.719 Other,circulatiln.transactIon

.7.21.720 'RENEWAL TRANSACTION

0.

t.7.21.710 EQuippENT CIRCULATION TRANSACTION

t.7.21.(740 NONCIRCULATED VOLUMES gESEELVED

t.7.1.750 FULL-TEXT RETRIEVAL TRANSACTION

t'.7.21.760 DIAL ACCESS TRANSACTION

,

t. 7.21.780 rivrAtcp/mAr Loas

k

t.7.21 :0 OTHER. CIRCULATION SERVICES ACTIVITY

1

=

,

.7,25.700 INTERINSTITUTIONAL EXCHANGE AND DELIVERY-SERVICES
MP

c.7.25.710 INTERLIBRARY LOAN. BORROWING ACTIVITY

.711 Items rIguesqd

p.,

.712 Boi-rowing reque.s!ts

:714 ieguests'f Iled Within user specified time

.719 Other interlibrary loan borrowing activity

'BULK iORROW4NO

,

I al id

,Page No. of Definition-

238

171

172.

172

:7.1.22

251'\

'.189

226.

200

:85

209

or
238

239

208,

208

208

208

208

.167.

c.

tf



CODE .
TERMS ABOUT THE ACTIVITY MEASURES OF LIBRARY PROGRAMS:. Page No of Definition

t.7.nn.700 AC2'IVITY. nAsURE,5*(continued)

INTERINSTITUTIONAL EICHANGF: AND DELIVERY SERVICES (continua)

1.7.25.760 INTERLIBRARY LOAN .LENDING ACTIVITY

.761 LendIn. g requests-

S764 Filled rOquest

in giginaLforma.

In 'reproduced-fOrmat.,

\

BULELENDING

1.7.25.790 OTHER INTERINSTITUTIONAL EXCHANGE AND DELIVEU SERVICES

ACTIVITY
r

(

t.7.30.700 COLLECTION DEVELOPMENT SERVICES

t.7.30.710 TITLES ADDED TO THE COLLECTION RESOURCES

.711 Periodical

.712- Book'

.719 Other materials format

t.7.30.730 TITLES REMOVED FROM THE COLLECTION RESOURCES.

`.731 OeriodiCal

1

.732. Book

.739 ,
Othermaterials format

t7.7,30..770 : PHYSICAL UNITS.i."RANSFERRED FROM GENERAL LIBRARY COLLECTION

TO 'OFF-SITE STORAGE COLLECTION

208

209

209

209

167

239

239

175

216

218

218

175

218

218

218

O

175, 173,174-

t.7.3b.790 OTHER COLLECTION DEVELOPMENT SERVICES ACTIVITY
239,

cl
O



CODE TERMS ABOUT THE ACTIVITY MEASURES OF LIBRARY .PROGRAMS Page No. of Definition

t.7.nn.700 ACTIVITY MEASUIS (continued)

t.7.41.700 MATERIALS ACQUISITION SERVICES

.7.41.710 MATERIALS ACQUISITION COUNTS

'

.711 Publisher source

Government publication

DOmestiCnongovernment publication

Foreign nOhgovernment publication

.712 Materials format of acquisitions

PM-ni prinfed) material

Book

Periodical

Other serials services ,

Other print (or pinted) material

Microform

Other material

.713 Titles added

.714 Physical units added

.715 Subscripti&,ns maintained (including duplicates)

.716 Physical units and/or subscriptions received gratis or

through exchange

.717 Physical units and/or subscriptions acquired jointly with

another library or agency

.719 - Other materials acquisition counts

1.7.41.720 ORDER CARDS GENERATED

1.7.41.730 PURCEASE ORDERS GENERATED

1.7.41.740 BLNKET PURC:EASE ORDERS MAINTAINED

L.

240

216

217

217

217

218

218

218

218

219

219

__219

175

175

267

175, 267

175, 267

216

227

247

165
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CODE TERMS ABOUT THE ACTIVITY MEASURES/0F LIBRARY PROGRAMS 1 Page No. of Definition

t.7.0vz.Z06 ACZTVITZ MEASURES (continued)

t.7,..41.700 MATERIALS ACQUISITION SERVICES (continued)

t.7.41.750 APPROVAL PLANS MAINTAINED '.

-t.7.41.760 -STANDING (CONTIVATIONJ ORDERS MAINTAINED

t.7.41.790 OTHER MATERIALS ACQUISITION SERVICES ACTIVITY

t. .44.700 MATERIALS ORGANIZATION AND CONTROL

,t.-.7-44.710 CLASSIFICATION SYSTEM EMPLOYED

-711 Library of Congress (LC) Clalfication

. 712 'Dewey Decimal Classification (DOC)

. 713 Superintendent of',DocUments (SuPoc)
. .

.719 Other classification sstem

c.7.447720 .H.FCIASSIFICATION

c.7 44.730 AUTHORITY -FILES MAINTAINED-

.731 Name authority list or file

.732 Subject authority list or file

.733 'Serials authority list or file

lks,.734 Combined aut ority list or file

.719 Other authority list or file

t.7.44.740 CATALOGING ACTIVITY

.741. Original' cataloging

Classification

162

266

240

240

_172

172

172

' 172

k't172

171

163

163

163

163

163

163

169

169
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1
CO* TERMS ABOUT-THE ACTIVITY. MEASURES OF LIDRARY'PROGRAMS Page No. of Definition

t.7.nn.700 ACTIVITY MEASURES (continued)

1.7.44..700 MATERIALS ORGANIZATION AND CONTROL (continued)

t:1.44.140 -CATALOGIWACTIVITY (continued)

.142 Derived cataloging

Sources of.derived cataloging

Automated network catalog record

'Catloging-in-pub1ication

Library of Congress card or card copy

National !Jo:Ion Catalog

Precataloged material

Other source

.743 Brief cataloging

.747 Recataloging

.749 Other cataloging activity

t.1.44.150- ADDED COPIES:

t.7.44.760 ADDED VOLUMES

t..1.44.780 CATALOGS MAINTAINED

.781 Type

Card catalog

Book catalog

Fiche catalog

Microfilm catalog

Online computer catalog

Serials list

Other

t.

.786 Catalog record production

Catalog records produced in-library

Catalog records produced via external agents

L..

169

170

170

170

170

170

170

170

170

170

169

161

161

168

(=.

168.

168

168

168

168.

168'

169

169

169

169
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CODE TERMS ABOUT THE ACTIVITY MEASURES. OFLIBRARYPROGRAMS' Page No. of Definition

t.7.:41n7700 ACTIVITY MEASURES (continued)

t.7.44.700 MATERIALS ORGANIZATION AND CONTROL (continued)

t.7.44.780 CATALOGS MAINT.4INED (continued)

.787 Catalog activity ,

Catalog records added to catalog

Catalog records deleted from the catalog

Catalog records replaced with new records

1.7.44.790 OTHER MATERIALS ORGANIZATION AND CONTROL ACTIVITY

1.7.47,700 COLLECTION MAINTENANCE SERVICES

t.7.47.710 . COLLECTION RESOURCES MAINTENANCE ACTIVITY

. 711 Binding and rebinding

. 713 Materials conversion

. 715 Preservation

.71 -9 Other collection resources maintenance activity

t.7.47.720 ''PHYSICAL PROCESSING

t.7.47.790 OTHER COLLECTIaVAMIWTENANCE SERVICES ACTIVITIES.

....t.7.50.700 ADMINISTRATIVE SERVICES AND ADMINISTRATIVE SUPPORT SERVICES '

t.7.50.710 ,LIBRARY EMPLOYEES

.711 Service months of personnel administered

.712 Headcounts of personnel administered

/

EZREMOITURES ADMINISTEREDt.7.50.720

168

169

169

16!1

240

241 ;

177

177

178

178

178

231

"241

241

188

188 .

188

194
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CODE TERMS ABOUT THE ACTIVITY MEASURES OF LIBRARY PROGRAMS Pige No. of Definition

t.7.nn.700 ACTIVITY MEASURES (continued)

t.7.0.700 ADMINISTRATIVE SERVICES AND ADMINISTRATIVE SUPPORT SERVICES

(continued)

t.7.50.730 FUND BALANCES' 199

t.7.50.740 , CURRENT-FUND REVENUES 181
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Users of Library Programs

The.user component of the Handbook parallels the target group

measures-outlined in Section C of this chapter. Appropriate descriptors

which most closely correspond to the type of users of the library should

be employed by the individual library. For academic libraries, users

have been described in terms of the types of students, the disciplines

of students and employees who use the library, and nonmembers of the

target group. These data need to be linked to the types of uses made by

these individuals'. For public libraries, users have been defined by age'

and residence and should be examined along with the type of use associated

.'with these groups. Similarly, in special libraries, users can be cate-

gorized by the research or information interest of the user, along with

the levels and types of use made of the library. For school libraries,

the level of students and, the types of materials may be explored. Type

of use ,is generally measured by the program employed as designated by the

code "nn" within the classification structure. It should be noted that

the special end school library components are still in the developmental .

stage.

The general code for users of library programs is t.7.nn.200, where

"t" is the type of library and "nn" indicates the programmatic category.

This classification parallels the code t.2.00 for target group. Since

descriptions of the users are tied to the type of library, the type of/

library is included in the code. However, programmatic functicns are,

not specific and are therefore listed as "nn," allowing substitution at

the appropriate time.



A
-121-

CODE TERMS ABOUT THE USERS OF LIBRARY. F1011AMS Page No. of Definition

,t.7.nn.200 USER GROUP

.201 Census date

.202 Headcounts of user group

270

171

204 -

t.7.nn.210. USER GROUP IDENTIFIERS /TRAITS

..211 Individual identification 268

.212 Age ranges 16T'

.213 Sex 262

.214 Race/ethnic identification

.215' HandicapLcategory 0

.216 Language proficienCy

.217 Disadvantage status

.1.7.nn.220 ACADEMIC LIBRARY USER GROUP

.224 Academic student counts-of user group

Academic student level

Undergraduate students

Graduate students

Niondegree/nondiploma/noncertificate students

Academic student major program

.225 Academic institution employee counts of user grouli

Research (instruction) employee

Discipline /subject matter

Level of research involvement

Other academic institution employee

.229 Other academic library user group

249

203

212

185

159

160

160

160

160-

160

160

188

252

252'

252

188

159
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CODE. TERMS ABOUT THE USERS OF LIBRARY PROGRAMS Page No. .0 Definition

t.7.nn.200 :USEit.06UP (continued)

2.7.nn.230 PUBLIC LIBRARY USER GROUP

.232 Educational attainment (of adult library user)

.233 Employment category'(of adult library user)

247 .

24i

.234 Family income (of adult library user) 246

.239 .other public library user group
247

3.7.nn.240 SCHOOL LIZRARYMEDIA CENTER USER GROUP 256

.244 School graal or year enrollment of student user 25e

204

.249 Other school library/media center user group 256

.245 Headcounts of school employee user group

-4.7.nn.250 SPECIAL LIBRARY SERVING AN INSTITUTION OF POSTSECONDARY

EDUCATION USER GROUP

(see descriptors for academic library user group)

5.7.nn.260 SPECIAL LIBRARY IN THE PRIVATE SECTOR USER GROUP

266

266

.262 Headcounts of parent institution employee user group 204

Research (instruction) employee .252

Level of research involvement
.252

Discipline/subject matter 252

Other employee
168

.269 Other special library user group 266

.6.7.ntt.270. SPECIAL LIBRARYMINTAINED BY AND SERVING A GOVERNMENT

AGENCY-USER GROUP
266

.272 Government officials who use library 265

t
fj 1
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CODE -TERMS. ABOUT THE USERS OF LIBRARY PROGRAMS Page No. of Definition.

t.7.nn.20D USER GROUP (Continued)

6.7.nn.27D SPECIAL LIBRARY. MAINTAINED BY AND SERVING A GOVERMENT

AGENCY USER GROUP (continued)

if

.273 .Headcount of agency employee user group 2D4

Research. (instruction) ompjoyee 252

Level of research involvement 252

`-.Discipline/Subject matter 252

Other employee 188 .=

.274 Contractors to the agency in user group 266.

.279 Dther special library user group 266

6. 7 .n.n./.80 INDEPENDENT SPECIAL LIBRARY USER GROUP

*El

(categdries of target group should be. self-defined)

6.7.nn.290 OTHER SPECIAL LIBRA? USER GROUP

(categories of target group should be self-defined)

3 '7

266

266
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Outcome or Performance Measures

t124-

Outcome measUresrepresent a Mijor component of management'informa-
.

tion; one which is difficult to articulate and measure.. In C'eality*'/

divisions within a library exist to Carry-on a number of activities'.

These activities are translated into objectives which should be quanti-

//

fiable and combine to form programs. Outcomes are measures of the results,

impacts, or consequences of programs which represent what the library

sets out to do.

.From. a practical standpoint, the mea5urement of impact continues to
11'

be elusive, if not impossible. Examples of outcome measures that are

concerned with impact illustrate the complexity of outcome measures. For

exatdple, the dollar value of improved decisions Or the impact or the inter-
,

library loan program are intricate and difficult to measurel: This is most

clearly exemplified in the academy or school library where the concept

of impact of the library is linked directly to the assessment of educa-

tional outcomes or results of the educational program. tin this case, it

is impossible to disassociate the impact directly attributable to-the

library 'and tat linked to instruction.- Given these Obvious complexities,'

the concept of,outcomes has been translated within this structure into

terms of performance measures - -a decidedly more realistic concept to

codify and measure.

Performance measures represent a set of measures that assess the

library's level of objective attainment. Performance measures have two

perspectives--internal and external. The internal- perspective relates

to the level and adequacy of performance that are managerial concerns of

the library. For example, the error rate of personnel and fiscal trans-
.?

actions is a management concern. In contrast, the external perspective
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of performance concerns the of the library and its acti'ities to

Meet the needs "Of the users. An example of a-performance measure from

this perspective is the user satisfaction with information services.

As is readily apparent from the discussion thUs far, the area of

outcome/performance measures isone that is yet developing. Nonetheless,
. ,

a number of'criteria can be isolated aIs critical to institutional perfor-,

mance. These criteria include:,

1. policy effectiveness

,

2. operations effectiveness (including user, satisfaction)

3. resource effectiveness

4. budgetary control

5. work environment/stiff morale

'6. staff'competence

productivity

8.. accuracy

9. timelinest

These performance variables are applicable to each of the,functionaI

areas of the library. The idiosyncratid nature of performance measure-
,

ment, and the fact that outcome/performance measure's must be closely

linked tospecific objectives of the individual library preclude dictating

specific performance measures. Ibis,circumstance necessitates a very

individualized approach to the development of outcOme/performance mea-'

surement.
0

By way of example, a number of possible performance measures are

prOvided here:

1. Policy effectiveness: percent of reference questions answered
by reference collection; percent of circulation that is re-,
newed; user satisfaction with circulation policy. ,,

3
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2. Operations 'effectiveness:'user satisfaction with library pro-
grams; percent of interlib'r'ary loan borrowing requests filled

throUgh tfrst channe; queried; number of order requests by-
users for materials already on.order or in collection; percent
of purchases Which circulate within a year of receipt.

3. Resource effectiveness: percent of grant/contract-applications
awarded; percent increase of current year revenues-over previous

Year. .

,

4. Budgetary control: percent of total budget spent during yearl
percent of materials acquired at less than publisher's stated

price; operating surpluses arising from provision-of user
copying services. ,

5. Work envirokiwent/staff morale: employee satisfaction; average

number of sick days taken_per employee; emplOyee.turnover rates.

6. Staff competence: experience in job; user satisfaction with

library-employee attitudes.

7. Productivity: amount of activity performed per dollar expendi

ture or service months of personnel. 4

8. Accuracy: percent of reference questions answered accurately;
percent-of items reshelved correctly;, error rate in circulation

records; error rate of catalog'entries; percent, of total col-

lection recataloged-due to inaccuracy.

9. Timeliness: lag time between receipt of referencequestion and

response; percent of interlibrary loan borrowing requests,filled

within user specified time; percent of total purchase orders

issued-that are out-of-stock; number of days required to catalog

the backlog; percent of items requetted while in cataloging pro-

cess; median/modal elapsed time required for physical processing.

Since each of these performance measures is tied to a programmatic

function, each appropriate function is coded. The general code for per-
P-

formance is t.7.nn.80: where "t" indicates the type of library and "nn"
1

indicates the programmatic categories.

SpecifiCally, c assification of performance measures is as follows:

t type of l'

t.7 program dat

rary

code
A

.t.7.nn ;programmatic function, level 1 prievel 2
,r.

performance measure. code

t.7. nit: 80 performance variable, 1,throfigh 9 as listed above

Q



ODE OUTCOME OR PERFORMANCE MEASURES OF THE LIBRARY

t.7.n000. oUTCOM OR PERFORMANCE MEASURES'

t.7.nn.810 POLICY EFFECTIVENESS

- t.7.nn.820 OPERATIONS EFFECTIVENESS

,t.7.nn:830 RESOURCE EFFECTIVENESS

t.7.im.840 .BUDOTARY CONTROL

Page No. Of Definition

234, 235'

.,234

. 234

234 ,

234

t.7.irn.850 ;VOX ENVIRONMENT/STAFF MORALE 234

t.7.nn.860 STAFF COMPETENCE 234

t.7.nn.875 PRODUCTIVITY 234

ACCURACY 235

t.7.nn.890 TIMELINESS 235

1 36

iE



Introduction a.

CHAPTER. V
a

REPORTING AND RECORDING

Having completed the structure of information, and having'outlined

the intenddd uses, of this Handbook, ft is appropriate toevaluate two

majoriacets of data--collection and use. As. underlined in earlier

chapters of this Handbook; specific determination of the types of data .

,to be collected at the'individual library is largely dependent-upon the
i

.tYpes of ddta uses and requirements of that setting.. Therefore,- specific
4 .

collection techniques and specific uses cannot be-fully. documented ;in

such a broad guide as the Handbook. However(a number of general guide-

lines and suggestions for data collection and use should be-kldresseth

Principles of Data Collection and Reporting

In order0io,ensUre accuracy aneutility'in a system of data;.a num-
.

ber ofjuidelines should be observed. The American National Standards

Institute (ANSI) Z39. Subcommittee on Library Statisqz '(Z39.7)1 has
9

enumerated several basic principles of data collection and data presen-

tation. The following six general principles are provided here with

comments (in italics) relating these to the Handbook:
4

1
American National Standard for Library Statistics, Draft for Discussion,
1978. Members of Subcommittee 7 are: Ellen Altman, Indiana University;
,Evelyn Daniel,'Syracuse University; Ronald Dubberly, Seattle Public '
Library; Janice Feye-Stukas, Minnesota Office of Public Libraries
C. James Schmidt, State Unive:sity of New York at Albany; and Katherine
Emerson, Chair, UniVersity of Massachusetts Library at Amherst.

4k:
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General Principle 1: Agreement of Expenditure Categories with other

Reporting Categories.

The same categories should be used for expenditures as used in the

rest of the report for staff, resources, services, etc. Every

'category-in which expenditures: are to be 'reported should also be

,separately identifiable.

(This principle has been accommodated within the Handbook by the

use of standard"categories and levels of detail common'to both,

program measures and resource measures.)

General .Principle 2:' Need for Estimates:

If an exact figure is not available for.a,particular item, but the

amount is known tobe greater than zero, the library should enter

an estimate of the amount and indicate that the figure is an'esti-

mate by parenthesis ( ).

(While estimates are of partidular importance where information is

unavailable, such estimates should be based upon rational assess-

-ments; estimates which are grossly inaccurate should not be re-

ported.)

General Principle 3: Accountability of Categories.

Reporting should be.in mutually exclusive categories insofar as

possible, so that total resources, expenditures, etc. can be derived

from subtotals listed by categories.

(Both the classification and glossary stress elements of information

which are both mutually exclusive and additive; caution should be

exercised, however, when combining data, such as 'humber of titles,

from groups of librari6s, if such data may be duplicative from

setting to setting.)

General Princi 'ple 4: Collections as Resources.

Collections should be treated insofar as possible as resources that

are available to users as intellectual resources independent of

physical format (so that, for example_, _one library's holdings of

a particularseries of 20_volumes is listed as the.resource
equiva-

lent of another librdfirs holdings of the same series in the form

of reels of microfilm or a number of microfiche).

(Collections are handled as resources within'the context the

structure of information. Both measures of physical dimensio3 and ,

intellectual content are provided. The former is necessary for

such management concerns as facilities planning and equipment

access; the latter is necessary to provi* a measure of collection

content.)
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General Principle 5: Equipment Required for Nonprint Materials.

Where nonprint material can become accessible to human users only
when amplified, projected, or magnified, the equipment necessary
for this purpose becomes an integral part of that collection and
should be considered in relation to the materials.

(Equipment, in general, is considered as part of the resources
availabletito the library throughout the Handbook. While those
pieces of equipment required to access nonprint materials are not
considered to be apart of the collection resources of the library,,
the classification structure employed allows for appropriate links
to be made between materials types and related equipment.)

General Principle 6: Reporting of Income in all Forms.

All. income should be reported, whether it-comes in the form of money
or in-kind materials., or services, provided by theoregular budget,
by government subsidy (e.g., CETA employees, workstudy students),
by volunteers, donors, or whatever source.

(While such d reporting rigor may be desirable, evidence suggests
that this principle, although sound, is impractical. The value
of donated services and donated materials, for example, needs to
be considered in context. The basic question of value is dependent
upon whether the library would have procured such materials or
services ordinarily. For this reascn, the Handbook examines only
those services provided to the library which are significant to the
library. In the case of donated materials, examination is given to
the volume of materials acquired and kept through gift. Services
and other items which are provided through government subsidy or
other source of income are considered as,income to the library, if
such services or items are significant to the library.)

A few additional points about data collection should be made. Cer-

tain types of infdrmation-gathering--such as that about users and perfor--

mance--may be too burdensome to incorporate into routine data collection

activities. Due to the costs associated with collecting information, data

collection can be reduced through sampling methodologies, and sampling

should be preferred over extensive data collection. For certain infbrma-

tion, however, sampling is inappropriate (e.g., for personnel, financial,

and facility data). The library administrator should be aware of those ,

data collection activities which are conducive to sampling, and follow

appropriate methodologies. ,
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In order to/avoid duplicative collectionzactivities Viand to guarantee

a higher degree'of'accuracy in data collection Activities, it, is of par-

ticular'importance to identify suitable data collection points within the

library. Increasingly, library automation provides data by-products which

are useful to management information. For this reason, the library manager

should tap-this capacity for information and avold unnecessary manual'data

collection routines-. In manual systems, it is important to note that

information is most accurate at the source; thus, data collectionroutines

should, to the extent possible, be provided as by- products of the library's

activity.

Finally, better information is to be preferred over more information.

In determining the types of data to be collected at the individual library,

information should be gathered only when and where justifiable, and not

for the Simple exercise of data collection.

Guide to Levels of Reporting

As indicated earlier', this Handbook is not intended to'dictate the

typeslof data collected by the individual library or by groups of libraries.

However, in an effort to identify the-information needs at national and

statEd levels, an attempt has been made to isolate those types of data
.e

which are required at the local level to meet the perceived information

needs of external agenctes and organizations.. Figure 4 pAsents an Over-
'

view of the types of data which are suggpsted 'as meeting the needs of

'varying levels of data collection. Within this context, elements iden-

tified and defined in this Handbook have been detailed at Level III of

this figure; combinations of these elements are identified in Levels I

and II. This broad examination suggests the types of data which might be

desirable at state levels in Level II and at national levels in Level I.

11.
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FIGURE 4

LEVELS OF ENVIRONMENT MEASURES: EXT ANAL SETTING
AND INTERNAL ORGANIZATION

LEVEL II LEVEL III

IDENTIFICATION IDENTIFICATION s.

Corporate name of parent organization
ANSI Standard Library Identification umber (SLIN)

Location
Address
U.S. congressional district
State senate district
State legislative district
Standard Metropolitan Statistical
City
County
State/territory

LEGAL CONTROL/IDENTITY

I Public I

Private

rea

LEGAL CONTROL /. IDfNTITY.

,Public

Other

LIBRARY TYPE

Academic libraries

L

Public libraries

ISchool libraries

LEAL CONTROL/IDENTITY

Private

Other

LIBRARY TYPE

Academic libraries

Public libraries

School libraries

14t

Federal/dominion
State/province
Territorial
School district(s)
County/borough (or counties)
Regional
Municipality (city, township,

etc.).
Other

'Proprietary
Independent, nonprofit
Affiliated with a religious

group
Other

Other

LIBRARY TYPE

Two-year
Four-year
University
Other

Urban .

Rural

Elementary school
Junior high school
Middle school
Secondary school
Other school



LEVEL I LEVEL II

LIBRARY TYPE

ISpecial libraries

e3

RELATIONSHIPS TO OTHER
ORGANIZATIONS AND OTHER

LIBRARIES
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LIBRARY. TYPE

Special libraries in
academic institution
settings

LEVEL III

LIBRARY TYPE'

Law library in an academic

institution
Medical/health sciences library

in an academic institution
Engineering and sciences library .

in an academic institutie.Y.
Theology.library in an

institution
Arts and humanities 71brarY fn
an academic institution

Otherspecial library in an
academic, nstitution

Special library in trade and
professional organizations
(including trade unions,
county bars, technical
societies, and other trade
and professional organizations

Research and development
organizations

Marketing organizations
Production organizations
Business and service organiza-

tions (including banks,
hospitals,,law firms, and
other business and:service
organizations)

Other special libraries in the
,private sector

Special libraries in Federal
agencies&

Special libraries in state
agencies

Special ,libraries in local

agencies

Independent libraries

they special libraries

RELATIONSHIPS TO OTHER
ORGANIZATIONS AND-OTHER
LIBRARIES

-Special libraries in the
private sector

Special' libraries in
Federal, state, or local
government agencies

-Independent libraries

-Other special librarie

RELATIONSHIPS TO OTHER'
ORGANIZATIONS AND OTHER

LIBRARIES

Cooperative endeavors
Identification of cooperative, network, or consortium

Corporate name of cooperative, network, or consortium



LEVEL -I LEVEL II
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LEVEL Hr.'

RELATIONSHIPS TO OTHER
ORGANIZATIONS AND OTHER
LIBRARIES '

Number of cooperating
librariesIn each
cooperative, network,
or consortium

RELATIOSHIPS TO OTHER
ORGANIZATIONS -AND OTHER
LIBRARIES

Number of libraries in
region, state, etc.
cooperating in each
cooperative, network,
or consortium

RELATIONSHIPS TO OTHER
ORGANIZATIONS AND OTHER
LIBRARIES

Academic libraries
Public.libraries.
School libraries
Special libraries in an acadtmic
institution setting

Special libraries in the private
sector

Special librariei in Federal
government agencies

-Special libraries in state
government agencies

-Special libraries in local
government agencies

-Independent libraries
-Other special libraries

Activities sponsored by cooperative.
Collection development services
Materials acquisition
Materials preparation
Interlibrary loan
Information services
Other

network, or consortium

SERVICE OUTLETS'AND
FACILITIES AVAILABILITY

/ .
Facilities availability

(total hours number
of service outlets)

SERVICE POINTS AND
SERVICES AVAILABILITY

Facilities availability.
(total hours number

'of service points)

SERVICE OUTLETS AND .

FACILITIES AVAILABILITY

Number of service Outlets

[Total number of hours
annually that service
outlets are open

SERVICE POINTS AND '

SERVICES AVAILABILITY

Number of service points

Total number.of hours
annually that service
points are open

SERVICE OUTLETS AND
FACILITIES AVAILABILITY

Central (main) library
Number of branch libraries
Number of bookmobiles/media
mobiles.

Other service outlets.

Number of hours annually that
that each service outlet is
open

SERVICE POINTS AND
SERVICES AVAILABILITY

.
-

-Number of service points
within central (main) library

'amber of service points
within branch libraries

,.umber-of bookmobile/media
mobile stops

Number of-serviceice points
within other service outlets

Number of hours annually that
each servidervaint is open
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COLLECTION AVAILABILITY

Collection. availability
(total hours A- number
of collections)

LEVEL II
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LEVEL III -

COLLECTION AVAILABILITY
I. ,

[Number of discrete
collections

Total number of hours
annually that
collections are open

COLLECTION AVAILABILITY

Number of discrete collections

NuMber of hours annually that
. each collection is open
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LEVELS OF MEASURES:' TARGET GROUPS

LEVEL II LEVEL III

TARGET.DROUPS OF ACADEMIC

. LIBRARIES.

Enrollment

TARGET GROUPS OF ACADEMIC.

r.

Institution employees
headcount

TARGET GROUPS OF PUBLIC
LIBRARIES

TARGET GROUPS OF SCHOOL
LIBRARIES

TARGET GROUPS OF ACADEMIC

LIBRARIES LIBRARIES

Undergraduate enrollment by
Undergraduate headcount discipline.

,
.

Undergraduate enrollment by
status (full-time, part-time)

Graduate headcount

Nondegree/nondiploma/
noncertificate students

rGraduate enrollment by discipline
1-Graduate enrollment by status'

(full-time, part-time)

Nondegree/nondiploma/noncerti-
ficate students

Instructional/researen personnel

[

Instructional/research by discipline
personnel headcount ------77[Instructional/research personnel

by status (full-time, part-time)--
.

.

rOthedr exempt employees
Other employees headcount. I-Nonexempt employees

TARGET GROUPS OF PUBLIC TARGET GROUPS OF PUBLIC

LIBRARIES LIBRARIES.'

Primary service area

Population of primary service area

TARGET GROUPS OF SCHOOL
LIBRARIES ,

Average daily membership

TARGET GROUPS OF SCHOOL
LIBRARIES



LEVEL I

-138-

LEVEL II LEVEL III

TARGET GROUPS OF SCHOOL
LIBRARIES

Lowest and highest grades
or years

jARGET GROUPS OF SCHOOL
LIBRARIES

\\
TARGET GROUPS OF SPECIAL

1.4BRARI.ES

Grades represented by
reporting school

TARGET GROUPS OF SCHOOL
LIBRARIES

Grade enrollment or year placement
Prekindergarten
Grade 1

5

TARGET GROUPS OF SPECIAL
LIBRARIES

Employees of parent orgallization

Affiliates of parent organizatim

[ Other users

;4(5

Grade 2
rade 3
Grade 4
Grade 5.

Grade 6
Grade 7
Grade 8
Grade 9 (6'

Grade 10
Grade 11
Grade'12
Oyer grade 12
Ungraded

1 year
2 years
3 years

' 4 years('
5 years
6 years
7 years
8 years
9 years or above

TARGET GROUPS OF SPECIAL
LIBRARIES
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LEVELS OF MEASURES: COLLECTION RESOURCES

LEVEL LEVEL II. LEVEL III

"....

C LLECTION DESCRIPTION

Books and other prtni
materials

IMicroform

[Other materials

COLLECTION OESCRIPTION

Books

[

Serials

Other print materials-

Microform

-Audiorecordings

-Computer materials

-Electronic display material

-.Projected and magnified
material

-Other material

COLLECTION DESCRIPTION

.Books

..[Periodi 15 (bound, unbOund)
Newspaper
Other serials (bound, unbound)

\
Vertical fil materials ' .

Pamphlets (no in vertical fires)
Other prtnt'ma rials

4
Microfiche or mic film card
Microfilm
Ultrafiche
DthermkroforM mate ials

4

Audiocard.

Audiodisc
Audiopage
Audiotape
Other audiorecordings

computer printout
Magnetic storage'
Other computer materials

_ .

Titles of books and bookstock

Videotape
Videodisc
Other recorded electronic display

material

Filmstrip, reels/filmstrip .sets

[

Aoticin piOure filar (reels)
Slides:.."-. , .

Other projected and magnified
material

Pictorial representation (atlas,
chart', map, picture, other
pictorial)

-Score
Three-dimenSional material
-Kits
-Braille material
-ManuScripts`
-Other material



LEVELS OF MEASURES: FACILITY RESOURCES

LEVEL I

ROOM USE CATEGORIES

Assignable square feet
of user area -

LEVEL II-

ROOM USE CATEGORIES

LEVEL III

Assignable square feet
of user area

ROOM,PSE CATEGORIES

Assignable square feet of:
Classroom and laboratory

facilitie
General use facilities
Study facility (reading/study
' room, user information area).

Open stack /reading room
Stack
Off-site storage area

Assignable square feet Assignable square feet

of stack area of stack area

1

Assignable square feet Assignable square feet

of work area «., of work area

Other area I

!Linear feet of shelving

ISeating capacity

A

. .

Other area

Special use facility
ffice facility
'ther supporting facility

Linear feet of shelving

Seating capacity

ther area

Linear feet of shelving in
Main library
Branch libraries

, Off-site storage area
LOther service' outlets

Seating capacity in:
rain library
Branch libraries
Other service outlets.

Handicap access



_LEVEL I

FUND,SOURCES (INCOME IN
DOLLARS)

I-

Federil sources I

'Sale sources I
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LEVELS OF MEASURES: FINANCIAL

'Local or regional sources;

LEVEL II

FUND SOURCU(INCOME IN
DOLLARS)

.--Federal sources

...1.1IMM NEM.

Revenue sharing

lOthersources

71FEitIlITURES

State sources

LEVEL III

.FUND SOURCES (INCOME IN
DOLLARS)

Local or regional sources--

---Revenue sharing ---

(Personnel costs

)s Other operating `costs

-Private contracts and

- Generated income

- Endnwment income
Private gifts and
contributions

Other income

OBJECT OF EXPENDITURES

grants

Salaries and wages--

[

..

Fringe benefits--

Supplies and services

[

Federal appropriations
Federal contracts and grants

State Appropriation!
State contracts,and grant;

Local or regional appropriations
Local or regional contracts

and grants

- - Revenue sharing

Private contracts and grants

Generated income

Endowment income
Private gifts and
contributions

Other income

.--Transfers-In

OBJECT OF EXPENDITURES

_rExempt employees
' 1-Nonexempt employees

` Nonexempt
employees __,----

LNonexempt etployees
j----

Equiyment-rental
Contracted labor.
Other supplies and services

Noncapital equipment Noncapital equipment

Plant operation and
maintenance

''Plant operation and-maintenance
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LEVEL III

OBJECT OF EXPENDITURES ' OBJECT OF EXPENDITURES

r

Current collection
expenditures

M....,LI

'Capital costs.

-Library materials
"expenditures '

Leased collection material
expenditures

Collection maintenance
expenditures

OBJECT 9E-EXPEiDiTURES

64-3itures for:
Print material
Periodicals purchased on

subscription
Other print material purchased 4

on subscription . :-
Microform material
Other material

Leased collection material

Binding aid rebinding '(excluding.

. salaries of librarylpersonnel
Materials conversion ""

Other collection maintena
expenditures

New branches_
Other current-fund expenditures
forCapital,assets

Current-fund expenditures
for capital assets

a



Student assistants1

1

LEVELI

EMPLOYEE CATEGORIES

,343-

LEVELS OF MEASURES: PERSONNEL')

b

LEVEL II

I

Exempt.(0ofessiOnal)
employees .. .:,

Nonexempt (other)__
employees.

EMPLOYEE CATEGORIES

Executivefidminiitrative/
managerial

ti

Special A/librarian

Technical

Office /clerical

Service.--

Donated services

Contracted services

LEVEL III.

EMPLOYEE CATEGORIES

Executive/administrative/
managerial

'Librarian
Media specialist
Other specialist

Library technician
Media technician
then technical

Secretarial/clerical
Page

Service

Racial /ethnic categories

Si)LARY LEVELS OF EXEMPT' SALARY LEVELS OF EXEMPT SALAR( LEVELS OF EXEMPT

.EMPLOYEES (FULL-TME ONLY) - EMPLOYEES (FULL-TIME ONLY) EMPLOYEES.(FULL-TIME ONLY)

'Below $7,000 $15,000 - $15,999

$7,000 - $7,999. '416,000 - $18,999

$8,000.- $8,999 19,000 - S21,999

$9000 - $9;999 $22,000 - $24,999

$10,000 - $10,999 $25,000 - S29, 9p9

"$11,000 - $11;999, $30,000 - $34,999

$12,000 - $12,999 ..$35,000 $39,999

$13,000 - $13,999: $40,000 - $44,999

$14,000 - $14,999 $45,000 and above

')byby headcount,' service months, and/or status'(full-time or part-time),
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LEVELS OF MEASURES: ACTIVITY

LEVEL II LEVEL III

, -0-

ACTIVITY MEASURES ' ACT' !TY MEASURES °

Directional transaction Ir----!--Directional transaction

Reference transaction

Group transaction

Subscriptions received

Reference transaction-

Group tr'ansaction2

1

ACTIVITY MEASURES

Directional transaction

Cataloging information trans-
action, .

Readers or research advisory
transaction

Fact - finding transaction
Literature search transaction
Community referral transaction
tOther referral, transaction
Research and analysis transaction.

[

Library tour:
2

Lectures2
Media presentations
Storybook hours2
Other group presentation

Filled interlibrary loan lending requests

Items requested through interlibrary loan

Subscriptions' received

Number of current periodical
subscriptions received

4 (including duplicate titles)
Number of current newspaper

subscriptions received
-(including duplicate titles)

Number of other current serial
subscriptions received
)(including duplicate titles)

Number
Number
Number
Number
Number
Number
Titles
Number
Number
Number

of physical
of physical
of physical
of, physical

orphySical
of domestic
acquired
of unique subscriptionS.mainflined
of gifts;. received and_retained
of joint acquisitions

units of books in print acquired
units of other print materials acquired
units of nonprint materials acquired
unitsof government publications acquired
units of foreign publications (other than government
publications (other than government documents)

documents)

2by headcount attendance and number of transactions
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Presentation of the Data

Presentation of the data about library, programs and resources depends

upon the purposes and requirements of the -information. Typically, for

repoiting purposes, a standard format is employed by the agency or orga-

hization requesting information about the library. However, for certain

purposes - -for example, presentations to the parent nrganization or to the

cqnstituency-of.the library--the library manager may wish to organize the

data in a manner more-appropriate to the audience,and to the purposes of

the presentation.

COmbinations of the programmatic activities (Outlined in Figure 1)

may be useful for certain types of presenttion. Several alternative

combinations are available and can be selected for varying purposes.

Combination of material..;-related services-(i.e., Resource Distribution

Services; Technical. Services) provides the library manager with a picture

of those largely inventory and housek6eping functions of the library.

Stmilarly, content or information-related actfvities (i.e:, Cultural,

Educational, and Information SE vices; Collection Development Services)-

can be seriarated.. This latter combination highligh4 those information

activities which are useful to promotion purposes.:,

Alternatively, those activities which are basic to the provision of

information and ideas regardless of the source or format of that infor-

mation (i.e., Cultural, Educational,' and Information Services; Resource,

...

Distribution Services) can be linked for other purposes useful to the

library manager. In this manner, all functions of the library can be

viewed as the manipulation, storage, and provision of information to

meet the needs of the library user. Using this latter conceptual base,

the programmatic categories are grouped according to development and

r-
1.0
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maintenance of the resource.(i.e., Collection Developmept Services;

Technical ServiCes) and the use'of these resources or service activities

Resource Distribution Services; Cultural Educational, and Informa-

, tion Services).
Figure 5 displays these alternative combinations of pro-

grammatic activities.. The manner in which these programmatic activities

. are combined or prioritized is left.to local option, based uponfpolitical

and promotional needs.

Figure 5

RELATIONSHIPS OF PROGRAMMATIC CATEGORIES4.

Content-Related

a
Materials-Related

Direct User Services

Cultural, Educational,
and. Informational
Services

-Resource
Distribution
Services

Indirect User Services
Collection
Development Services

Technical Services

Support Activities Administrative Services

Difficulties Associated witfiin Reporting

There are a number ofareas of information which require further

consideratjon in the context of reporting. These areas are associated

with accounting for services and products which are multi-sourced or

multi-purpose. An obvious example is computer support which assists a

variety of programs within the library.. Increasingly, bibliographic data
4

4Adapted from Emerson, Katherine, presentation at first meeting of the

Project.Review Group, Chicago, April 11-12, 1978. Results of discussion

of Virginia Cesario, Susan Crawford, Ronald Dubberly, Shirley Echelman,

Katherine. Emerson, Janice Feye-Stukas, Jan Keene, Scott Kennedy, Mary Jo

Lynch, Elinor McCloskey, Nick Osso, Jim Riley, and Eldred Smith.

t-
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bases are employed simultanedusly in materials acquisition, cataloging,

and reference. Under these circumstances, the expenditures associated

with these data bases may not be directly linked to any single program.

Within internal systems, these expenditures can be examined separately

from direct.program expenditures; however, in reporting to external agen-

cies, and organizations, accounting for such expenditures is usually not

clear. Ideally, the library manager would be able to prorate the expen-

ditures for computer supportsystems on usage factors and product cost.
C,

However, unless the computer system is able, as a by-product, to provide

specific use data, such information is costly to collect. Work sampling

methodologies are available if the librarymanager.wishes to Pursue pro-

ration ,of costs based on use. At this time, the e no clear-cut

direcons on how best to apportion these costs when reporting to external

agencies and organizations about the program costs of the library. For

this reason, it is obligatory that data collection'a'Oncies specify the

manner in which such information be reported.

Similar problems are'associated with the services of'systems or

cooperatives provided.to the individual library. Such services may

include informaticin and referral backup, interlibrary loan switching,

rotating collections, and other services which directly. 116nefit the mem-

ber libraries, V.!.t whose costs cannot generally be apportioned directly

to any singlE library. Unless such services and the related costs can

be identif, J with a single member library, income and expenditures at

the.system level should be accounted for as a System cost. At a minimum,

reporting of system costs and services should be consistent. That is, a

system library and member libraries should jointly agree to the manner

in which system operations will be reported.
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Joint or shared acquisitions between two or more libraries present

addttipp.-1 reporting dilemma; Within the context of the Handbook, it is

recommended that joint or sh red acquisitions be identified and reported

separately. However in repo s which do not accommodate data about

joint or shared acquisitions,' these libraries should decide upon an

appropriate apportionment of joint acquisitions in order to 'avoid dupli-

cate reporting.

Finally, networking and resource sharing have only minimally been

identified by this Handbook. While the pieces necessary.to evaluate

partic:nation ih networks, consortia, and cooperatives are included in

the system of information, no attempt has been made to link these data

to describe and assess participation in these endeavor-s. Methodologies

and definitions are developing to accommodate these library support sys-

tem and should be incorporated into the reporting systems of the indi-

vlidual'library as they become available. The reader, is directed to the

Survey of Library Networks and Cooperative Library'Organizations being

conducted by Value Engineering, Incorporated, for the National Center for

Education Statistics and to A Glossary for Liurary Networking developed

by Dataflow Systems, Inc.

Summary

It has been the intention of this Handbook to identify and define

the data necessary to meet the management information needs of.the

:library administrator; to respond to the reporting requirements of

external organizations and agencies; and to assist libraries with infor-

mation exchange. It is not possible within a single handbook to address

every element appropriate to all settings -in the library community.

Rather, the Handbook provides a basis from which individual libraries,

6
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or groups of libraries, can begin to refine and adapt the concepts pre-

sented-to meet their information needs. Similarly, -it is difficult to

provide a system which will address simultaneously the needs'of the major

research library and the small rural library. Thus, the Handbook has taken

a middle.course, with the hope that the basic concepts can be adapted to

meet the needs of either extreme.

In\summary, it is hoped that the Handbook will be viewed as a start-

ing point--not the end point--of the development of a language for inter-
,

organizational dommunications. There are many problems yet,inherent in

the reporting and recording of information, some of which -have been

identified here. These areas require further investigation in order to

provide solutions. Despite these acknowledged constraints, the Handbook

-provides a sound a thorough basis for the library administrat-,? to

have a valuable managementitool.

U
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INTRODUCTION

The following glossary is intended to provide a guide to the data

. elements which are useful for recording, reporting, and exchanging data

.about library resources and library programs: These elements and related

.definitions'are equally intended for data collectors at Federal and state

leiels as a basis fel. identifying, measures Of library services, and as a

,basis ..for- data collection efforts. 'The elements-defined,herein. have been

identified and classified-in Chapter IV, Structure and Classification of

Information,

The intention of this glossary is not to advocate the types of data

to be collected by the individual library, but rather provides a guide

to the definitions for categories which'the library manager may wish to

select as part of internal management systems. Therefore, the data defi-

nitions supply a foundation for information exchange among libraries

which employ these definitions, and will ideally ensure comparability

and compatibility among data'collected at various levels, and by various
_ -

organizations.

The reader should keep in.mind this context froM which these elements

were draWn. These definitions' are not inclusivg of library science;

educational technology, or related fields: Rather, the.elements,are

'selected largely from the management information requirements of library

administrators and are structured on the concepts presented:in this Hand-

book. In light of these specific purposes, he terminology employed here,

and the definitional content of the glossary, is fundamentally tied to

the library community: It is not intended to be applicable to other

communities nor to address definitional requirements in other settings.

Further, 'it should be reCognized that the library community is itself
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dynaMic; that new terminology and definitions need to be evolved .to

accommodate innovation.

.Finally, the/purposes of these definitions are not to dictate the'

manner in which a library is organized, no to provide a view of the

methods by which the activities of the library are to be conducted.

Ihstead, thee definitions provide a. basis for language with which to

communicate data and concepts about the library among/a variety of orga-

nizations. /A definition cannot reflect the interpretation of a term by ,

every individual; rather, it provides a simple formula, by which to trans-

mit data with the understanding that these data are (to the extent possi-

ble) comparable.

Structure and Scope of the Glossary

The glossary is arranged in alphabetical,order and based upon class-

ified categories.- Thus, for example, the personnel resource descriptors

are grouped together; Such an approach ensures that all categories of

information,pertaining to a major heading are included (e.g.; sources of

income), and that categories are mutually inclusive. 'Similarly, the use ..

of classified index alloWs for aggregdtion of data either for internal

'or reporting purposes. Other approadhes were explored and found useful

for some purposes: However, within thecontext of the Handbook, the

following was preferred. An alphabetical listing is provided in the

A
4 index of the Handbook which ref,_rences- terms employed in the glossary.

In order to ensure that levels of-aggregation are possible and that

the glossary is flexible enough to accommodate new concepts and termi-

nology relating to the library, a subcategory of "other" is used exten-

sively throughout the glossary. This subcategory allows for further

divisions as necessary to meet the needs of the individual library, and

e 0
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ensures that all possible forms of a category are included in reporting

and information exchange.

Cross-references are made to minor headings under major categories.

For example, BOUND PERIODICALL'Se Periodical under MATERIALS FORMAT

directs the reader to the entry in the glos'iary--MATERIALS FORMAT--and

the subcategory Periodical_. Capitalized terms indicate major entries in

the glossary. To the extent possible, acronyms have been avoided in the

glossary, as have proper names, individual corporations, and agencies.

rN+.. .

Sources of Definitions

-Die definitions employed in this glossary,were drawn from a variety

of sources which are enumerated in the last section of this glossary,

Authorities for Definitions. These sources, where employed, are cited

after each definition as applicable. :Citations'followed by an asterisk

(*),denote a variation froM the original definition.

Special commendation needs to 'be given to Robert Frase, for,hiscom-

pilation in the draft document Glossary of Library Statistics .Terms. (un-

published) and to the members'of the statistics committees of the American'

Library Association for their review of Mr." Frase's work:

Unless otherwise stated, the National Center for Higher Education

Management Systems ( NCHEMS)' is solely responsible for the definitional

content and terminology of this glossary. The following NCHEMS sources

were employed:

.1. A Glossary of Standard 'Terminology for Postsecondary Education,
1978-79.

2. A.Manual for Budgeting and Accounting for Manpower Resources in.
Postsecondary Education, Second Field Review'Edition, 1975.

3. Adult Learning Activities: A Handbook of Terminology for Classi-
fying and Describing the; _earning Activities of Adults, 1978.

1 6 1



-156-

4. Hi her Education Facilities Inventor and Classification Manual,

)i
Technical Report 36,.1973.

1

,

5. igher Education Finance Manual, Technical Report 69, 1975.

6. Information Exchange Procedures - -Data Formats and Definitions,

_Technical Report 64, 1975.

7, Librar Statistical Data Base Formats.and Definitions, Working
ocument for Fie d Review, 1977.

. apigisgcation Structure, Second Edition,'Technical

9. Program Measures,. Technical Report 35, 1973.

10. State Level Information Base--Data Formats and Glossary, Field

Review .Edition, 1977.
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A

ABBREVIATED CATALOGING: See Brief cataloging under CATALOGING ACTIVITY.

ABSTRACTS: See-REFERENCE COLLECTION.

ACADEMIC COURSE LEVEL: The level of offering for instructional courses at
institutions of postsecondary education. Course levels are assigned'
relative to the intended degree of complexity or expected level of stu-
dent comprehension rather than the Audent level of those enrolled in
the course... The course levels inclyded within each discipline category
are:

Lower division: Course offerings'at a level of comprehension usually
associated with freshman and sophomore students.

2.. Upper division: Course offerings at a level of comprehension usually
associated with junior or senior students. Jointly offered upper
divission and graduate courses should be classified as-upper division.

Graduate/professional division: Course offerings of a level of
comprehension usually associated with post-baccalaureate students.

4.. Other: A course level-to be used in situations where the previous
three course levels are not appropriate.

ACADEMIC DISCIPLINE/SUBJECT MATTER: See DISCIPLINE/SUBJECT MATTER.

ACADEMIC FACULTY: See RESEARCH/INSTRUCTIONEMPLOYEE.

ACADEMIC LIBRARY: A libraryJorming an integral part of a college, univer-
sity, or-other academic institution-for postsecondary education,:organized
and administered to meet the needs of students and faculty of the insti-
tution. (5)* Academic libraries can becategorized into'the following
.types of postsecondary_institutions according to the Federal Interagency
Committee on Education (FICE) Code:

40.

.1. Academic librar in a ma'dr-doctoral- rantin instituticn
ty rary in an institution grantinga, minimum of 30 doctoral

leve degrees (including, first-professional degrees in health
sciences -- medicine, dentistry, etc.), and granting such degrees
in three or more-doctoral-level program areas..

2. Academic library inoa comprehensive college: A library in an,insti-
tutian in which the number of doctoral level degrees granted is
less'than 30 or in which' fewer thanthree doctoral-level programs
are offered, but which grants' a minimum of 30 post-baccalaureate
degrees and grants degrees in three or more post-baccalaureate
programs, or confers over 50 percent of its degrees at the post-
baccalaureate level in three or more programs; and does not confer
over 50 percent of its degrees in selected program areas.
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ACADEMIC.LIBRARY (continued)

3. Academic librar in a general baccalaureate college: A library in

an institution in wh ch tthe number of post-baccalaureate degrees

granted is less than 30 or in which'fewerthan.threp post-bacca- ,

laureate level programs.are offered, but which grants a minimum of

30 baccalaureate degrees and grants degrees in,three or more programs

dr confers over 50 percent of its baccalaureate degrees in inter-

-disciplinary'studies.
a

1

Academic library in a specialized or professional institution: A

1 in ao.institution that awards at least the'bachlor's degree

and, awards at least-SO percent of tts degrees in a single area

of spe zation. Specialized institutions include, for example,

divinity sc ools, medical schools, engineering schools, business

and manageme t schools, art,music, and design_schools,,law schools,,

-teacher's col eges, and U.S. service schools.

5. Academic library in a two-year coT1,ege: A library in an institution

that cpnfers degrees or awards for the first two years of college:

work, but does not-,cohfer degrees at ,the baccalaureate, master's,

or doctoral level. In addition, the institution may offer programs,

Courses, and awards for less than-two years of work. Institutions

with' a two-year: upper division prOgram,do not fall in this category

because they grant bacCalaureate degree's.

.'
o .

4

.6: Academic library in a multi-program occupational/vocational school: .

Vrnbrary in an institution, such as a business or trade schdolor

technical institdtion-, which admits as regular students only persons

whbhave completed or left elemetary or secondary school'and who

have the 'ability to benefit(frOm the training offered by the insti-

tution, and which is legally authoriied to provide, and provides

within the statec.a program of postsecondary vocational or technical

education designed-to fit individuals for useful employment in

recognized occupations. -(13)

7.1 Academic library in a single'program occupational/vocational school:

A library in an ,jtution that awards 'degrees in nnly.one of the

major occupatiora: aieas. It may offer training'. in several occupa-

ctional prograMS Ji_hin a major occupational 'or vocational area.-

. Academic library in another institution of postsecondary education:,

A library An'any, institution of postsecondary education not defined

nor identified abo

ACADEMIC LIBRARY.TARGET GROUP: ose'persons'for whom the services and

collection resources of the library are intended and who are eligible

for these. Such target groups-generallY include members of the academic'

community stiich the library serves, and can be categorized according

to the following: -

1. iindei-graddate students: For some purposes, it is appropriate to

further refine this category to-reflect lower division and upper

division itudentS:

i
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ACADEMIC LIBRARY T ARGET GROUP (continued)

2. Graduate Students: For some libraries, it is appropriate that stu-
dents in profAsional schools be dtstinguished from other graduate
students.

3. Nondegree /nondipioma /noncertificate students

4. Research /instruction employees

5. Other employees of the academic institution

.ACADEMIC LIBRARY USER GROUP: Those personsleither within the library's
target group, or other, who actually utilize the services or resources
of the library. Types of.academic library user grouncorrespond to
target group descriptors, and may also include affiliates and alumni of
the academic institution, persons affiliated with other academic insti-
tutions, and the residents of the community in Wch the ibrary'resides.

ACADEMIC MAJOR: See ACADEMIC STUDENT MAJOR PROGRAM.

ACADEMIC REPORTINg-UNIT STRUCTURE: The type c4'organization that identifies
the academic institution for reporting purposes. TyPes of structures
include:

,

.

1. Single-campus institution: A postsecondary-education institution
that conducts its programs at a single site.

2. Parent institution/main caMpus: Usually the location of the core,
primary, or most comprehensive prOgram (in institutions consisting
of a main campus and one orqnore branch campuses). Unless the
institution-wide or central administration office of such institutions
is reported to be at a different location, the main campus is also
the location of the central administrative office.

3. Branch campus: A campus or division of an organization that is.
Organized on a relatively permanent basis (that is, has a relatively
permanent administration), that offers an organized program or
programs of study (as opposed to courses), and that is:located'in
a community different, rom that in which its parent organization_is
located. Being in a' community different fromPthatof the parent
institution means that a branch is located-beyond a reasonable
commuting distance from the'main campus of the parent institution.
(18)*

. Campus in a multi-campus system: An administrativelpequal campus
'in a complex of two'or more-institutions^, each separately organized,
or'independently complete, under the control or supervision of a
single admioistrative body.

A
5. Central office: The administrative body or coMponent that supervises

the various admi 'stratively equal campuses in a multi-campus system.d.

6. Joint library: A library that serves two orMore academic institu-
tions or one institution and a part of another. (21)

1 6 F,



ACADEMIC STUDENT COUNTS: Number of students, usually on a profile (point-

in-time)sbasis. The Wt ing types of counts are used:,

1. Headcount:' The unduplicated number of persons attending the academic

institution' as students. Usually used in recording and reporting

by student characteristic such as fu)l-time/part-time status, level,

or discipline.

2. -Full-time equivalent (FTE)-counts: An FTE student position is the

equivalent of one student carrying a full load of.courses. Insti-

tutionally agreed-upon conventions convert headcounts into full-time

equivalent counts. Usually used in recording and reporting, by unit/

department of instruction or by student major program.

ACADEMIC STUDENT CREDIT HOURS: A unit of measure that represents one stu-

dent engaged in an activity for which one hour of credit toward a degree

or other certificate is granted upon successful completion. Total stu-

dent credit hours for a course are calculated by multiplying the course
credit-hour-value by the number of students enrolled in the course-
Academic student credit hours should be categorized by discipline/subject

matter and by course level (e.g., lower division):

ACADEMIC STUDENT.LEVEL: The proportion of total requirements the student

has obtained toward the completion of the degree/diplotha/certificete

program in which he or she is enrolled, according to the number of years

normally required toobtain.them. This includes:

1. Undergraduate students: This category includet all students who are

enrolled in programs leading to an associate degree or bachelor's

degree or in an equivalent occupational or vocational program.

2., Graduate students: This category includes all students Who hold a

bachelor's -tt9.gree or the equivalent and (a) are pursuing a master's.

or doctoral degree, or (b) first professional degree, or '(c) are in

a special, unclassified visitor, or other status,'or (d) are pursuing'

an Educational Specialist Certificate, degree, or coordinate inter-

mediate-level degree program, or (e) are enrolled for additional

course work for'research as part of an institutionally defined post-
doctoral program, or (f) are medical interns and residents.'

3.
Nondegree/nondiploma/noncertificate'students: This category includes

all students who have notteen admitted to a general or specific

course of study or a program in the institution at thecompletion

of which a degree/diploma/certificate is awarded by the institution.

Such students may be enrolled in -credit and/or noncredit courses.

These students should not be confused with "undeclared majors"

admitted to degree/diploma/certificate programs or students in

other similar "holding" categories..

ACADEMIC STUDENT MAJOR PROGRAM: The student's primary field of emphasis

as offered by, the institution. Note that the field of study may fall ,

withih a single department of the -institution or maysoverlap severe.

departments. A student's major program-may also be Tittld as undeclared

-if the student has not yet determined or specified his20^ her major

. 'program.

1 6
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ACADEMIC YEAR: The period of the regular session, general; extendiAg from
September to June; usually equated to two semesters or trimesters, three
quarters, or the period covered by the 4-1-4 plan. See PREDOMINANT

CALENDAR SYSTEM.

ACCESS: See Handicap access under BUILDING IDENTIFIERS/CHARACTERISTICS,
COLLECTION RESOURCES, FACILITIES AVAILABILITY, and/or SERVICE AVAIL-
ABILITY.

, ACCOUNTS PAYABLE: See Liabilities under FINANCIAL RESOURCES.

ACCOUNTS RECEIVABLE: See Assets under FINANCIAL RESOURCES.

ACQUISITION COUNTS: See MATERIALS ACQUISITION COUNTS.

ACQUISITION SERVICES: See Materials acquisition services under PROGRAM-
MATIC ACTIVITIES.

ACTIVITY MEASURES: See PROGRAM MEASURES.

ACTIVITY RATE: See Activity measures under PROGRAMMEASURES.

ADDED COPY: An added copy is a duplicate of material already in the library,
if it is added, or to be added, to the libar, :sometimes called dup-

licate, andseveral added copies may be known ,s multiple copies. (1)

ADDED VOLUME:, An added volume is a new volume in .a numbered series or
title already in a library, and which volume is added, or to be added,
to -the library.

ADMINISTRATIVE SERVICES: See;PROGRAMMATIC ACTIVITIES.

ADMISSIONS REQUIREMENTS: See MINIMUM ADMISSIONS REQUIREMENT.

ADULT SERVICES: See PUBLIC LIBRARY USER DIVISIONS.

AFFILIATED LIBRARY: See'SERVICE OUTLET.

AGE RANGES: Based on the chronological age of each individual as of some

specified date. The following age ranges are suggested for grouping

. various types of individuals:

For elementary & secondary si-udens,

Under 5 years 12 years old
5 years old 13 years old
6 years-old 14 years i

7 years old 15 years Cl
8 years old 16 years.ol:
9 years old 17 years old

10 years old : 18 ,ears old
11 years old Over 18 years old

For postsecondary students

Under 16 y2al
- 16-17 years' \

18-20 years
21 -24 years

.25-34 years
35-44 years
45-54 years
55-64 years
65 years and over



AGE RANGES (continued)

For employees

Under 25 years
25-34 years
35-44 years
45-54 years
55-59 years
60-64 years
65-69 years
70 and over
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For general population

Under 5 years
5-9 years
10-14 years
15-19 years
20-24 years
25-34 years
35-44 years
45-54 years
55-64 years
65 years and over

AIDES: See Office/clerical employee under PERSONNEL RESOURCE CATEGORIES.

ALLOTMENTS: See CURRENT-FUND REVENUE CATEGORIES.

AMERICAN,NATIONAL STANDARDS INSTITUTE (ANSI) STANDARD LIBRARY IDENTIFICATION
NUMBER (SLIP): See LIBRARY IDENTIFIERS.

AMORTIZATION: See DEPRECIATION/AMORTIZATION.

APPROPRIATIONS: See Governmental appropriations under CURRENT-FUND REVENUE

CATEGORIES.

APPROVAL PLAN: An order with-a vendL, for all titles on a certain subject,

or by a certain author. The library has the right to return the materials

ordered on approval within given time' limits. (14)* See also BLANKET

PURCHASE ORDER.

AREA: See ASSIGNABLE. SQUARE FEET (ASF) and/or,GROSS SQUARE FEET (GSF).

AREA OF SERVICE: See PUBLIC LIBRARY PRIMARY SERVICE AREA.

ASSETS: See FINANCIAL-RESOURCES.

ASSIGNABLE. SQUARE FEET (ASF): The sum of square feet of all assignable

area. For a single room this involves the sum of all areas located

between the principal surface of the walls and partitions at or near

floor level. Space occupied by alcoves, closets, and built-in shelves

opening into and serving the room ordinarily should be included. Areas

of columns, doorswings, and impaired headroom and space occupied by

heating devices may be ignored. If, however, any of these structural

features constitutes a large loss of usable space, the Area should be

deducted from-the square feet measurement of the room. See also GROSS

SQUARE FEET (GSF).

ASSOCIATE DEGREE: See HIGHEST DEGREE OFFERED/OBTAINED.

ATLAS: See Pictorial representation under MATERIALS FORMAT.

AUD1OCARD: See Audiorecording under MATERIALS FORMAT.

168
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AUDIO DEVICE: See EQUIPMENT TYPES.

AUDIODISC: See Audiorecording under MATERIALSFORMAT.

AUDIOPAGE: See Atiliorecordinq under MATERIALS FORMAT.

AUDIOPLAYER: See Audio devices under EQUIPMENT TYPES.

AUDIORECORDER: See Audio device under EQUIPMENT TYPES.

AUDIORECORDING: See MATERIALS FORMAT.

AUDIOTAPE: See Audiorecording.under MATERIALS FORMAT.

AUDIVAPE DUPLICATOR: See Audio devices under EQUIPMENT TYPES.

AUDIOVISUAL EQUIPMENT: See EQUIPMENT TYPES.

AUDIOVISUAL MATERIAL: See MATERIALS FORMAT.

AUDIOVISUAL, RADIO, TV FACILITY: See Special use facility under ROOM USE
CATEGORIES.

AUTHORITY FILE: A set of records that identifies forms for headings or
access points preferred and actually used in a set of bibliographic
records. Authority files include cross references from variants to the
preferred forms of headings, and links from earlier to later forms and
between broader and narrower terms and related terms.. An authority file
may represent the preferred forms of headings for an individual institu-

tion, a group of related institutions, or a network of related and/or .

unrelated institutions. (11) An.authority file may be maintained as
part of the public catalog or separately incorporated for the drimary,
use of the personnel of the library. Categories of authority files
include:

1. Name authority list or file

2. Subject authFity 'Fist or file

3. Serials authority list or file

4. Combined authority list or file

5. Other authority list or file

AUTOMATED CATALOG: See Online computer catalog under CATALOG.

AUTOMATED NETWORK CATALOG RECORD: See Derived cataloging under CATALOGING
ACTIVITY.

A
AVAILABILITY: See Availability under COLLECTION RESOURCES, Equipment avail-

ability under EQUIPMENT TYPES, FACILITY AVAILABILITY, and/or SERVICE
AVAILABILITY.

1
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ATERAGEDAILYATTENDANCL_See SCHOOL STUDENT COUNTS.

AVERAGE DAILY MEMBERSHIP': See SCHOOL STUDENT COUNTS.
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Rt,
BACHELOR'S DEGREE; See HIGHEST DEGREE OFFERED/OBTAINED.

BALANCE:See Fund balancesur:.NANCIAt---RESOURCES

BIBLIOGRAPHIC D A BASE: See DATA EASE,

BIBLIOGRAPHY: e REFERENCE COLLECTION.

BINDING: See finding and rebinding under,COLLECTION RESOURCES MAINTENANCE
ACTIVITY.

BLANKET PUR ASE ORDER: An order with a vendor for all titles on a certain
subject o by a certain author. Under the blanket order, the ordering
library rovides guidelines for the selectthn of liEFFimaterials to
the. supplier. The supplier selects all currently published materials.
falling within the gUidelines, for the libraries who automatically
purchas , within certain.Timitations, all books so selected. (14)*

See al o APPROVAL PLAN.

BOOK: Sie Print (or printed) material under MATERIALS FORMAT.

BOOK C TALOG: See CATALOG.

BOOK RADE CATALOG: See Publisher's and book trade list under REFERENCE
COLLECTION.

BOOKMOBILE: SeeSERVICE OUTLET.

BOOKMOBILE STOP: See Bookmobile under SERVICE OUTLET.

B OKSTOCK: A library's collection of books, or other materials which are
prepared and recorded in the same manner as books. (5)

ORROWING REQUEST: See INTERLIBRARY LOAN BORROWING ACTIVITY.
I

/BOUND PERIODICAL: See Periodical under MATERIALS FORMAT.
/

I BRPILLE MATERIAL: See MATERIALS FORMAT.

BRANCH CAMPUS: See ACADEMIC REPORTING-UNIT STRUCTURE.

BRANCH LIBRARY: See SERVICE OUTLET.

BRANCH OFFICE: See SPECIAL LIBRARY REPORTING -UNIT STRUCTURE.

BRIEF CATALOGING: See CATALOGING ACTIVITY.

BUILDING IDENTIFIERS/CHARACTERISTICS: Descriptors of the'buildings and
plant facilitids available to the library. Such descriptors include:

1. Building identification: The name, location, and other identifiers
of each building and facility available to the library.



-166-

BUILDINGIDENTIFIERSiCHARACTERISTICS (continued)

2. Year of construction: The calendar year in which the ori*Inal

.
facility was completed regardless of any later date of,occupancy,

as in the case of leased and 'rented, facilities. (

---------3- Estimated building/facility-replacement cost: The estimated cost

to replace-the-building_at_the time' of the inventory. This should

als6 include the replacement costOf-fixed equipment within the
building.

4. Condition code: The physical status and quality of the building or

library facility at the time of the inventory, based on the best
Judgment of those responsible (e.g., library manager, building
planner, architect). The building condition code has the following

categories:

Satisfactory": Suitable for continued use with normal maintenance.

Remodeling-A: Requires restoration to present acceptable standards

without major room use changes, alterations, or/Modernization.
The approximate cost of "Remodeling-A" is not greater than 25

percent of the estimated replacement cost of the building or

facility.

Remodeling-B: Raquires major updating and/or modernization of the

building or facility. The approximate cost of "Remodeling-B" is
greater than 25 percent, but not greater-than 50 percent of the

estimated replacement cost of the building or facility.
7

Remodeling-C: Requires major remodeling of the building/or facility.

The approximate cost of "Remodeling-C"-is greater than 50 percent

of the estimated replacement cost of the building or facility.

s Demolition or abandonment: Should be demolished or abandoned
because the building or facility is unsafe or strictually unsound,
irrespective of the need for the space or the.avc. lability of

funds for a replacement.- This category takes precedence over
the above four categories. If the building or facility is sched-

uled for demolition or abandonment, its condition is recorded

as category (5) regardless of its condition.

o Termination: Planned termination or relinwishment of occupancy
of the building for reasons other-than uns:.feness or structural -

unsoundness, such as abandonment of, temporary units or vacation

of leased space. This categdry takes precedence over the first
four categories. If a building is scheduled for termination, its
condition is recorded as "termination" regardless of its condition.

5. Handicap access: An indication of the number and types of provisions

,made in the facility to accommodate or facilitate access to the ..

library building for the handicapped. This includes ramps provided

for persons in wheelchairs, braille or other guides on elevators

. for the blind, and so forth.
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_

BULK BORROWING: The use of a collection of library materials belonging
to another library or agency. The collection remains under, the admin-.
-istrative control of the lending library or agency, although housed
in the reporting library. The loan period extended to the reporting:
library is 'generally longer than typical interlibrary loan or other
circulation. Bulk borroWing may be measured by the number of items on
loan, to the reporting library at the time of the report, the number of
items received An such a manner throughout the reporting period, or the
average number of items on bulk circulation at any point in time during
the reporting period.

BULK LENDING: The activity associated with lending_collections or materials
from the reporting library's collection to other libraries or agencies,____:
usually for an extended period of time. These collections remain under
the administration of the reporting library and should be reported with
other collection resources of the reporting library. The number of
items circulated through bulk loans during the reporting period, the
number of items on bulk loan at the time of the report, and the average
number.of items on bulk loan at any point'in time during the reporting
period may be counted.

W.\

I
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CALENDAR SYSTEM: See PREDOMINANT CALENDAR SYSTEM.

CAMPUS IN A MULTI-CAMPUS SYSTEM: See ACADEMIC REPORTING-UNIT STRUCTURE.

CAPITAL EQUIPMENT: Any equipment iters purchased for more than $500 (or

similar lower limit established by the institution) and having an esti-

mated service life of more than two years. See also EQUIPMENT TYPES.

CAPITAL EXPENDITURES: See Expenditures for capital assets under EXPENDI-

TURES CATEGORIES AND TRANSFERS.

CARD CATALOG: See CATALOG.

CA ..EL: See SEATING CAPACITY..

CASH: See Assets under FINANCIAL RESOURCES.

CATALOG: A set of bibliographic records-generally.under control of an

authority file, which describes the resources of a collection, libra

or network. .It'is the instrument by which bibliographic control is

,maintained for a collection, 1Wary, or network, and by which the

relationship between individual bibliographic records can,,be indicated.

(11)* It is a list in any format, Si-ranged'in an established order.

(5)* See also CATALOG RECORD, PUBLIC CATALOG, REFERENCE COLLECTT

and/c SPECIAL CATALOG. Formats of catalogs include:

1. -Card catalog: Unit entries on separate cards.of the library's

holdings which are, arranged in an established order, normally

housed in drawers. (5)*

2. Book catalog: A printed list of the library's holengs arranged

in an established order designed to supplement or to replace a card

catalog. This category does not include special catalogs of art,

'exhibits, new acquisitions lists, or special bibliographies. '

3. Fiche catalog: A printed list on microfiche of the library's hold-

ings arranged in an established order. These lists must be read

'with the assistance of microfiche readers,

4. Microfilm catalog: A printed liSt of the library's

holdings arranged in an established order. These lists must be

read with the assistance of microfilm readers. This category

includes computer output microfilm (COM) catalogs.

5. Online computer catalog: A list of the library's holdings which is

stored on computer, or magnetic storage, and accessed in a pre=

Imined procedurc. These records must be accessed through 'a

terrinal connection to the computer.

6.' Serials list: A list of periodicals or serials arranged in-an estab-

lished order, which' documents the holdings of the library. These

lists are usually (though not always) in book form or in a visible

file.
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CATALOG (continued)

I. Other: Other catalogs of the library collection which are rot
included in the above. This should not'include especial catalogs
of art exhibits, new acquisitions lists, or special bibliographies.

CATALOG. INFORMATION TRANSACTION: See Reference transaction under INFOR-
MATION CONTAtT.

CATALOG MAINTENANCE AND PRODUCTION SERVrCES: See Materials organization
and control services under PROGRAMMATIC ACTIVITIES. -

CATALOG RECORD: A biblio#aphic record that describes a specific item and
relates it to other items in a file. (11) The medium upon which the
record is produced is dependent upon the format of .the catalog or file.
For example, a catalog card is a catalog record in a card catalog. See

also CATALOG. Counts which may be maintained for internal management
purposes include:

1. Catalog records produced fn-library: Catalog records are typed,
reproduced, or electronically compiled in the library by library
staff.

2. Catalog records produced via external agents: Records are produced
by a vendor, network, or processing agent..

3. Catalog records added to catalog:-Records new to the catalog which
are interfiled in, or added electronically to, the catalog.

4. Catalog records deleted from the catalog: Records relating to a
holding withdrawn from the tollection which are removed from the
catalog, manually or electronically.

Catalog'records replaced with new records: Catalog records which
are faulty, or disintegrating, which are removed or deleted from
the file, and replaced with corrected or new records.

CATALOGING ACTIVITY: Activities related,to the identification and biblio-
graphic description of library Materials. See also,Materials organiza-
tion and control services under PROGRAMMATIC ACTIVITIES. Types of

cataloging-are: 1

1. Original cataloging: Determination derived from examination of the
physitl item and limited information from sources beyond the
physiCal item for the descriptive material to be contained in the
bibliograPW:c record. (25)*

2. Den ,ed cataloging: The classification and desr-ription of an item
using a source other than, or ln addition to, (.:he physical item

for bibliographic.information (e.g., Library of Congress cards,
commercial cards, automated system, etc.). This bibliographic
information may be altered to fit the needs and uses of the library.
Also called copy cataloging. Types of derived cataloging may be
distinguished (if desired) to:-

" "1 I
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_CATALOGING ACTIVITY. (continued).

2. Derive cataloging (continued)

Type I derived cataloging: Derived cataloging requiring minimal
revision or adaptation from the bibliographic source in order

to conform to 'the local cataloging standards of the individial

library.

e Type II derived cataloging: Derived cataloging requiring more

than minimal revision or adaptation from the bibliographic source

in order to conform to the local cataloging standards of the in-
dividual library.

Sources of derived cataloging include:

Automated network catalog record: A record held by a network
system containing bibliographic description for library materials

'usually accessed through a computer terminal. (25)* This cate-

gory may be additionally refined to indicate the source of the
catalog record: contributed from other members of the network;
MARC tapes or Library of Congress "(LC) copy; and other.

Cataloging7in-publicatibn (CIP): Bibliographic record (often .

incomplete) of a title found on the title page verso of the_pub-___
lication, and prepared by the Library of Congress.

.
-

Library of Congress (LC) card or card copy Catalog cards, proof

slips, or register of cltaloging records, provided .through the

- Library-of Congress. This does not include LC .gataloging proL-
vided through commercial card services who may emp oy,LC catalc 1

records along with Other cataloging sources.

National- Union Catalog-,(NUC): A register of locat ons for materials '-

owned by libraries throughout the country. included in NUC are

copies of complete catalog records.

Precatalo ed material: An item which is accompanied by /c atalog

cards obtained through purchase, contract, or agreement-from a

commercial concern, library, or-central agency. (5)*

Other source:. Card services which provide both LC and catalog

records other than the above listed, or other sources not defined

or descriLed above.

Brief catalogIng: The classification and description of an item-in

an abbreviated form so that the item can h,.! used or circulated

-"immediately. Also called temporary cataloging, or abbreviated

cataloging.

4: Recataloging: The altering of the description of, a segment of the
--C, atalog and a portion of the library's collection in order to better

meet the needs of the library'.

2
r- ,



CATALOGING AC IVIITY0(continued)

5. Reclassification: The process of selntively altering a defined
classification scheme to better meet the needs.of,the library.

CATALOGINGrIN-PUBLICATION: See Derived cataloging under CATALOGING.
ACTIVITY;

CATALOGING SERVICES: See Materials organization and control services
under PROGRAMMATIC ACTIVITIES.

CENSUS DATE: The appropriate date (year, month, and day as applicable
for which reported population or population estimates are given.

CENTRAL LIBRARY: See SERVICE OUTLET.

CENTRAL OFFICE: See ACADEMIC REPORTING-UNIT STRUCTURE.

CENTRALIZED PROCESSING CENTER: See CONSORTIUM, NETWORK, AND/OR COOPERATIVE
ENDEAVOR.

CERTIFICATE OR DIPLOMA: See HIGHEST DEGREE OFFERED /OBTAINED.

CHARGE: See CIRCULATION TRANSACTION and /or Generated income under CURRENT-
FUND REVENUE CATEGORIES.

CHART: SeePictorial representation 'under MATERIALS FORMAT.

CHILDREN'S SERVICE: See PUBLIC LIBRARY USER.DIVISIONS-:

CIRCULATION:,The activity of a library in lending its resources to its

clientele. This does not include interlibrary lending. See also
Resource distribution services under PROGRAMMATIC. ACTIVITIES.

CIRCULATION SERVICES: See Resource distribution services under PROGRAM-
MATIC ACTIVITIES.

CIRCULATION:TRANSACTION: The act of lending an item from the library's
collection to a member-of the library's user group for use genertally
(although not always) outside the-library. This activity typically
includes charging (i.e., creating a record of the circulation trans-
action and releasing an item for use outside of the library, either
mandally or'electronically). Do not-count renewal transactions (see'
RENEWAL TRANSACTION) or discharging the item (i.e., clearing records
to reflect the return of the-item to the collection). This category
includes both general circulation,and reserve circulation. Excluded

from this category are equipment circulatiOn transactions (see EQUIP-_
MENT"-CIRCULATION TRANSACTION), interlibrary circulation transactions
(see INTERLIBRARY-LOAN LENDING TRANSACTION), intralibrary circulatiOn
(spe INTRALIBRARY CIRCULATION),,in-house use, dial access transactions

(see DIAL ACCESS), and bulk loans (see BULK LENDING): Categories of

circulation transaction are:,



-CIRCULATIONJRANSACTidN (continued)
. - .

_

1...- General. cirCulationtrantaction: Theoactof lending an item from
.

. . .

the library's,general-collection 'to a member of the library's

clientele fOr use generally (althOugh not' always') outside the

library building: This category excludes. limited circulations

such as. reserve circulation transactions, circulation'to Indirect

equipment: This category does not'include renewal :transactions. '

(such circulation of.borrowers (

,

2. Reservecircu)lation'transaction: The,a-C-f-of-lendingLan item from

the library's *eserve collection to a member of the library's

clientele for-uteOutside.the.library'building. Typically,' the

reserve.loan period-is less'than that for the general collection.

Other circulation transaction: The act of lending an'item from a

6511ection-other than the library's general.orreserVe collecti
to a member of the

.4

rary's clientele.for.!ise outside the library'

facility. --Thiscapg ry may include circulation Of material from

the reference. collecti n, special collection; or other areas of

collection. unavailable through general circulation.

CLAIM: An inqyiry plaCed,by the library with a.vendorbr publisher con7
cerning items ordered.. but not; received by the library. within a rpaS:on

Table length of time. TypiCally; this activity involves contacling the

vendor or publisher, and maintaining records regarding the claim. Also

called "orders traced."
.

,. .
;CLASSIFICATION. REVISION:;lSee Reclalrificatlion under CATALOGING ACTIVITY.

/.
(

-CLASSIFICATION SYSTEM: A systematic scheme for the arrangement qf books

and cif., dr-oaterial-Sjaccording to .subject:; form, or other characteristiC

FL
location). (1)*7. ---'-LL---________

'1. .

other

.L' LibraryLibraryConqress (LC)'ciassification: An enumerativeSYTem-of
classffi ation for books and' the,

of COngress. forits.collections: It has .`notation of two letters

6 and fourJigures that allows forrevision:by expansion. There is--

no subdivision by fort or place. (1, 12)*.

a. Dewey Decimal Classification (DDC): The glassiffcation scheme,for

books and periodicals dr,,ised,by Melvil Dewey, Which dividet human

knowledge into ten main asses, with further Oivition,.using,a

decimal notation. The'Dewey System is revisediwithin.divisions

and subdivisions. (1, 12)*

3._ Superintendent of Documents (SuDocl classification: The scheme of

classtfication.used'by the U.S. Superintendent ofDocuments, who

is r'esponsible,for Oe centralized control and distribution of b.s.
4overnment documentk. It is arranged basically by issuing agency.

The notation consOtS of a combination of letters and numbers: (12)*

4.- Other classification: Any classification scheme not identified or

defined-above.
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4

CLASSIFIED COLLECTION: See COLLECTION-CATEGORIES.

CLASSROOM FACILITY: See ROOM USE CATEGORIES.

CLASSROOM TEACHER: See SCHOOL LIBRARY /MEDIA CENTER TARGET GROUP.

CLERICAL EMPLOYEE: See Office /clerical -- employee -under PERSONNEL RESOURCE-.

CATEGORIES.

CLIENTELE: See USER GROUP.

COLLECTION BOOK VALUE: The actual. dollar amount carried on the library's
records of the book value of the PLollection resources (if aVailable).

COLLECTION CATEGORIES: Those groupings ofcollection resources in which
the library consolidates the collection.. Typically, such collection
groupings are based upon access 'needs, storage requirements, or special
handling appropriate to types of materials.' Exclude professional col-
lectionintended for use library employees 'only. Collection cate-
gories include:

1, 'General library collection: That portion of 'the library's material,
resources which is/available .to'the library's user. group through
general circulaticm and which is not held in a separatecollection.

Reference collection: A.collection'of book's and other materials in
a library useful for supplying_informatiA,ckept together for
convenience; and generally not allowed to circulafe outside the

----library__ See also REFERENCE COLLECTION.: Subgroups are:

111 Ready reference collection-:-A-speciftccollection of reference
materials, typically of standard referencetdolsT-s6t-aside_from
the general reference collection, providing information of a
factual nature. Examples of materials' typically located in

' ready reference include almanacs, dictionaries, and directoriet.

_ ,.

or, Reference-files:_A list or group of records created by the library
staff which contains pietes-of-information useful to answering
the'tost frequent reference questions. Eklude-the public cata-
l7; serial lists, or other catalogs of the library's holdiffg.

e Vertical files: A collection of items such as pamphlets, and
clippings.wOch, because of their shape and often epheMerar
nature, arg/filed vertically in drawers for ready reference.

(5)*

Genera', reference,collection: Al l those material information
sources held in reference collectionS\other than those listed
above.

3. Classified collection: That portion of the library's materials re-
'sources which has limited distribution restricted by security
classification regulations of the U.S. Department of Defense or
other issuing agency.

i9
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4. Reserve collection:Aaterials 'oh have been removed from the

general 'tibrary collection and's t aside in a library or media

center so that they will be on ha d.for a certain course of study

,or, activity in progress. Usually he circulation and length of

loan of items in a reserve collection are restricted so that these

items will be available to those us rs who haven6d of them within

a limited time period. (5)*

Nonprint collection: A collection of norint materials which have

been removed-from the geneeal library co tion. Typically,

such collections are placed in a special envi ment for the

safekeeping and upkeep of the nonprint material; r to provide

re#dy access to necessary equipment fbr use of the collection.

A34o included are rotating or rental tape and -film libraries .

maintained and controlled by the library.

6. Special collection: A collection of material(s) of a certain form,

on a certain subject, of a certain period or geographical area,

Mich is more or less general in character. Examples of such

collections are government documents sections, rare books collec-

tions, Charlie Chaplin Film Library. (5)*

7. Off-site storage collection: A collection of material which is

generally infrequently used by the library's user group and is,

thut, housed separately from the remainder of the collection. Such

off-site storage is typically in a iJuilding away from the library's

mail facilities, and allows for more shelving capacity within the

library's main facilities.

Other collection: Materials housed in other than the above

dons.

COLLECTION COUNTS: The reporting and recording of data about the materials

held in the library collection for internal and exchange purposes. See

also MATERIALS ACQUISITION COUNTS and/or MATERIALS FORMAT. For purposes

of counting the collection held by the library, it is useful to examine

the collect-Lin in at least the following categories of materials format:

1. Print (Or printed) materials

- Books and bookstock
- Periodicals',
- Other print materials

-2. Microforms

3. Other' nonprint materials

Otpending upon the level of detail necessary at the local level, it

may be useful to further refine these categories according to the sub-

categories listed under MATERIALS FORMAT. For example, among school

libraries, it is important to examine more closely the holdings of

.nonprint materials.

180
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COLLECTION COUNTS (continued)

Distinction should be made between the fc lowing types of collections
hel-d by the library:

1. Materials which are solely owned b' taitlegtLingDmary.

2. Materials which are jointly owned: Those materials held by the
which are not solely the property of the library or the parent
organizatiOn. These materials include rotating collections owned
by a system of libraries, materials acquired in conjunction with
another library or other libraries, or materials otherwise partial'
owned by the'reporting library.

3. Rental collections orAnaterials on loan to the reporting library:
Materials wO:lch, although housed by the reporting library, are not
owned by the reporting librare!, These include materials received
as part of rental colleCtions, on extende%3 '',6 to the library from
another library or agency, or on loan fr,,

Counts should include:

1. Title: A title is.a publication which forms 'a separate bibliographic
who e, whether issued in -one or several volumes, reels, discs,'slides,
or parts. 'X't applies equally to printed as well as nonprint mate-

rials. (19) A title may be distinguished from other titles by its
unique International.Standarl.Bock Number or Serial Number. Esti-
mation'pror.edures are specified in the-U.S. National Center for
Education S ;atistics Library General InfOrmation Survey (LIBGIS).

2. Physical unit: A single unit holding of,thelibrary distinguished
frowotiIer single units by a separate binding, encasement, or other
clear distinctien. Items boxed together (e.g., book bags, kits)
should be,counted as "one." Otherwise, each indiVidual item (e.g.,
a'slide, an,overhead transparency, a microfiche card) should be
counted as,,"one." Similarly, a physical volume should be counted'

'as "one."

In order to assess the contents of the microform collection, it is
advisable to include counts of books, periodicals, and other materials
held on microform, as well as the physical dimensions of the collection.
Both title and volume equivalency counts of materials on microform are
considered appropriate. Finally, for some purposes, it is advantageous
for the library manager to know the book value of the collection, and

o`' course, some assessment of the effectiveness of the collection in
.meeting th7/Reeds of the target population.

COLLECTION DEVELOPMENT SERVICES: See PROGRAMMATIC ACTIVITIES.

COLLECTIO. EXPENDITURES: See Collection resources expenditures under
EXPENDITURE CATEGORIES AND TRANSFERS.

181.
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COLLECTION RESOURCES: The total accumulation of library materials pro-

vided by a library for its clientele. Also called library (collection)

materials, library resources, or library holdings. (5)* Collection

resources are measured in the following types of terms:

1. Physical dimensions: The numbers, formats and sizes of materials

held in the collection. Physical dimension is most appropriate

to determining facility needs, equipment needs, and associated

planning. Measures used for physical dime sions include:

Materials-format

Physical unit

o Zhelf space utilized

2. Intellectual dimensions: The scope and depth of the collection

resources. Measures of intellectual dimensions include:

Collection breadth: The coverage, regardless of depth, of subject

matter; the scope (either in subject interest, age, or other)

of the audience intended by the materials of the collection (this

should not be confused with the intended audience or target g-ou.:
of the library); and the overall capability of the collection

to provide information for a variety of purposes and at a variety

of levels.

collection depth: The degree to which subject matter contained
iq the collection (and as identified by collection breadth) is

represented and the level of the intended audience of the material..

Collection depth closely relates to the capability of the collec7

tion to meet highly specialized, and often 3ophisticated, demand

for information. ,Beyond the density of coverage i.e., the number

of titles in each subject covered), special collections, technical

reports, and similar indicators of the intended 7nidience of the

material need to be considered.

3. Relevancy: Relevancy of /the collectthn relates the intellectual

Tiiensions of the collection re.F7:Arces wit the characteristics

of the library's target group. )1 addition, currency of the col-

lection resources, either in interest or in recency of publication,

is considered.

o Appropriate collection breadth: The degree to which the subject

matter covered and the intended.age ranges (or, alternatively,

therdegree of acquired knowledge assumed by the materials in the

collection) correspond-to the characteristics of the target group..

A To riate collection depth: The degree "to which the depth of

co ection--eithur in-level of subject sophistication or in title

density--correspond to the characteristics of the target group. .



COLLECTION RESOURCES (continued)'

3. Relevancy (continued)

7- (,

ti

Currency of collection: Collection currency is a function of
interest as well as of recency of puolication dates represented
in the collection. Beyond age of the collection and acquisition
rates, the recency of use of the title needs to be considered;

,4. Accessibility: Accessibility refers to the physical positioning of
collection materials and the ease with which the user can lc-zate
desired information within the collection. Measures of\accessibility
include delivery time of materials to the library user from the
collection, from off-site storage, and through recall of materials
from circulation; the ease with which a patron can locate desired
materials on the shelf and through the public catalog;"and the
unsatisfied demand for materials which are inaccessible to the
patron (e.g., lost, in circulation, in the bindery). Accessibility
can also be applied to materials available in resource sharing and

network agreemer,cs.

5. Availability: availability is an indicator of the existence of
requested material or information within the collection. Specific

measures of availability include percent of current publications
purchased by the library, perce:',/c of ,.requests filled-by the 11')rary
ollection, number of, interlibrary loan borrowing, requests by-
library's user group (for material not owned by the library).
Collection availability necessarily needs to be weighed in light
of materials available in consortium, network, or other coopera-
tive endeavors in which the library participates.

6. Utilization: Utilization factors are an indicator of the utility
of the collection to the user. Specifically, collection utilization
is a measure of the relative use of titles in the collection through
circulation, interlibrary loan, and in-house use.

COLLECTION RESOURCES EXPENDITURES: See EXPENDITURE CATEGORIES AND TRANSFERS.

COLLECTION RESOURCES MAINTENANCE ACTIVITY: The activity and expenditures
necessary to preserve the 1:brary's accumulation of materials for the

collection. This category includes binding, mending, 'preservation, and
conversion of materials in the collection in order to ensure its con-
tinued usefulness. Organization and circulation of the collection (i.e.,
-Aelving, cataloging, and control) are not considered a part of collec-
tion maintenance. Costs associated with in-house maintenance should
not Le reported here, since they are already reported elsewhere, e.g.,
in :salaries and wages.

1. Binding Pnd rebinding: The process of producinga single volume from
leaves, sheets, signatures, or issues of periodicals, or of covering
such a volume, either initially, as in the case of "binding," or

a thorough restoration of a volHme involving resewing and.a new

cover, as in the case of "rebinding." Also included are repairing.,

and mending. (5) For expe:witure repo-jng purposes, expenditures
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COLLECTION RESOURCES MiqNTENANCE ACTIVITY (continued)

.1. Binding and rebinding (continued)

paid to commercial binders should beTincluded. 1n-house costs

associated with in-house binding,Lmending, and repair should be

excluded; these costs are a part of salaries and wages, )supplies,

and other direct costs reported elsewhere.

2. Materials conversion: The process of cony -rting current ollectici

ho dings of the library to microform or ot.,er format for the purposes

of preservation. For expenditure reporting purposes, include only

those direct costs assn-iated with commercial conversions Exclude

expenditures. for materials purchased in print or microform (included

under collection resources expenditures and direct costslassociated

with in-litYrary conversion costs ( included underkprogramlexpenditures).
i

3. Preservation: Deacidification, restoration, replacement lamination;

and other special measures employed to preserve material's in the

. collection. For expenditure reporting purposes, only those costs

_associated with commercial firm preservation services should be

included. Direct costs associated with in-library preservation

activities should be excluded from this category and reported idar

program related expenditures.

4. Other collection maintenance: Other activities and expenditures made

to maintain the collection beyond those specified and defined above. .

Cn;.Lt:CTION RESOURCES MAINTENANCE SERVICES:'See Technical services under

i-ROGRAMMATIC ACTIVITIES.

COMMUNITY REFIRPAL: See Community referral transaction under INFORMATION

CONTACT andfor Community:referral services under PROGRAMMATIC ACTIVITIES.

COMPENSATION: Pro ram expenditures .(direct costs) under EXPENDITURE

CATEGORIES AND T NSFERF.

COMPULSORY ATTENDANCE: See SCHOOL COMPULSORY ATTENDANCE AGE SPAN.

COMPUTER: See '.:cm?!mr devi:e under EQUIPMENT TYRES

C gPUTEr. aar,...tL. See Online computer catalog under CATALOG.

COMPUTER INPUT/lirPUT DEVIq: See Com2yter device under EQUIPMENT TYPES.

COMPUTER MATERIAL: Se MATER:i.L, FCVAT.

CON.PUTER PRINTOUT: See Computer 1.1:.:,er.1 under MATERIALS'FORMAT.

COMPUTER TRMINAL: See Computer' device under EQUIPMENT TYPES.



CONSORTIUM, NETWORK, AND/OR COOPERATIVE, ENDEAVOR: A group of independent
and autonomous libraries banded together by informal or formal agree-7z'
ments or contracts t .sharing of resources, joint activities to improve
the library sere:: .5f the participants, or other common services or
planning beyond 7 tional interlibrary loan (as defined in the National
Interlibrary Loan .le of 1968). These agreements may be temporary or
permanent, ant:. 111E mays. not include membership feds and service charges.

Examples incl . OCLC, the Center for Research Libraries, and biblio-
graphic center... Activities and expenditures associated with consortia,
networks, andcooperative endeavors should be recorded separately from
other activities and expenditures; however, such activities and expendi-;
tures should remain assc iated with the appropriate programmatic cate-
gory. For example, activities fostered in information services by
participation in a cooperative should be ncted separately from activi-
ties.generated by a local demand. Both sets of activities, hovi.ver,
should.still be associated with information services. See also COOP-
ERATING LIBRARY.- At a minimum, the following types of programmatic
activities supported by cooperation should be identified:

1. Information services

2. Interlibrary loan services

3.. Collection development services

4. Materials acquisition services

5. Materials organization and control services

Various levels of cooperation can be distinguiShed:

1. Participation In local cooperative activities: A group of local
independent and autonomous libraries banded together by formal or'
informal agreements for joint activities, resource sharing, or
other common Services beyond traditional interlibrary loan.

2. Participation in regional or intrastate cooperative activities:
A regional or state system of independent libraries grouped according
to geographical divisions of the state(s). ,In formal regional or

state systems, there ma:, be a designated headquarters of which
responsibilitiesAmy include consultinc, coordination, reference
and 1-eferral. back-up, -interlibrary loan switching, and so forth.
Withinsuch systems of public libraries, the state library agency
may aci. as an overall ":..cordinator and ,funding source,

3. Participationin a bibliographic service center: A bibliographic
service center is an organization thatiserves as a broker or dis-
tributor of.computer-based bibliographic processing services (i.e.,
activities that assist libraries in establishing bibliographic
control over their material and in gaining access to .mechanisms
for their identification and retrieval). . A bibliraphic service
.center may also Orovide.other services, such as interlibrary loan
facilitatiOn and maintenance of union catalogs. A service tenter
gains access to external resources through. the fac4ities of a
bli.".ic9raphic utility. (l1)*
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--CONSORTIUM, NETWORK, AND/OR COOPERATIVE ENDEAVOR (continued)

4. Direct participation in a bibliographic utility:,A bibliographic,

utility is an organization that maintains online bibliographic data

bases, Lnabling it to offer computer-based support to any interested

user. A bibliographic utility maintains a network data store and

provides standard interface through which bibliographic service -

centers and individual library participants may gain access to

network resources. (11)* Include only direct participation in a.

bibliographic utility; exclude access to bibliographic utilities

provided to the library by bibliographic service centers, above.

5. Pz.rticipation,in a centralized processing center: Centralized pro-

cessing is a system for ordering library materials, preparing them

for use, and preparing cataloging records for them in one library

or agency for a group of libraries. (11)*

6. 'participation in "a union catalog or union list cooperative project

bother than through the'above)_: Contributions and participation in

a catalog or list which describes the contents of phytically sepa-

rate library collections, indicating by means of location data the

libraries in which a givers item may bejfound. (11)*

7. Participation in other consortium, network, and/or cooperative

endeavor: Any cooperative activity conducted 1..),, independent and

autonomous libraries, other than those cited and defined above.

CONTINUATION ORDER-: See STANDING (CONTINUATION) OPDER.

CONTRACTS: See CUri:NT-F[" REVENUE CATEGURIL,).

CONTRIPP-F9 Gicts of library materials to the colli2ction ty

private donor,-, oc;,e ;:i)t -ries, and agencies. The contributed mate-

rials retains! t'le collection should be considered

separately unth '.lERI; ACQUISITION COUNTS.

:e-IRIPTED (VOLUNTEER) SERVICES: !-fe, Psogram expenditur91_1clirfct costs)

qt :'e E(PENDITURE CATEGORIES AND TRANSFERS.

CONTRIBUTIONS: See Private gifts, grants, and contracts under CURRENT-FUND

REVENUE `'.:ATEGORIES.

CONVERSION: 5ed Recataloglia or Reclassification under LATALOGING ACTIVITY,

and/or Materials conversion under COLLECTION, RESOURCE MAINTENANCE

ACTIVIT.

COOPERATING LIBRARY:' A library ,Articipating with other libraries in

cooperation endeavors5beyond normal interlibrary loan. Both numbers

and typ's of copepr-ting libraries should be considered. See also

CONSORTIUM, NETWORK AND/OR COOPERATIVE ENDEAVOR.

COOPERATION: See CONSORTIUM, NETWORK, AND /OR COOKRATIVE ENDEAVOR and/or

COOPERATING LIBRARY.
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COPIER: See Frinters/copiers/duplicators under E9IPMENT TYPES.

COPY CATALOGING: See Derived cataloging under CATALOGING ACTIVITY.

COST: .See Program expenditures (direct costs) under EXPENDITURE CATEGORIES
AND TRANSFERS.

COURSE LEVEL: See ACADEMIC COURSE LEVEL.

CREDIT HOURS: See ACADEMIC STUDENT CREDIT HOURS.

CROSS-REFERENCE: A direc_ion from one term to another. Also called
Reference. (1)

1. "See" reference: A direction in a catalog from a term -nder which
no entries are listed to a term or name under which entries are
listed. Other terms .used,are "See" Cros1;-References, "See" Subject
References, "See" Cards, and "See" Reference card. (1)

2. "See also" reference: A dirLction in a catalog from one term or name
under which entrie are listed to another term or name under which
additional or allied informatl, may be found. (1)

CULTURAL EVENTS PROGAMS: See Cultural, recreational, and educational
services under PROGRAMMATIC ACTIVITIES.

CULTURAL SERVICES: See Cultural, recreational, and educational services
under PROGRAMMATIC ACTIVITIES.

CURRENT-FUND BALANCE: See FUND BALANCES.

CURRENT-FUND REVENUE CATEGORIES: Standard categories that describe all
unrestricted. funds accepted during' the reporting period plus those
restricted fLpvi that were expended for operating purposes during the
reporting per : -k.. The'following categories are recommended:

1. GovernmentilErnprThtions: All unrestricted appropriations (in-
Claing revenue sharing monids) and restricted appropriations to
the extent'expended for current operations received from, or math
available to, the instituti,A through acts of a legislative body,
exclusive of governmental grants and contracts. Includes mnies
obtained through specirl direct taxation.(e.'g., mill levy) for
libraries. 7 le followin 'under-level subcategories are recommended:

As Federal

e State

Local

Other jurisdiction



CURRENT -FUND REVENUE CATEGORIES (continued)

2. Governmental grants and contracts: All revenues from governmental
agencies that are received,or made available for specific projects

or programs, including those under the Comprehensive Employment

and Training Act (CETA). The following fonder -level subcategories

are recommended:"

Federal

State

Local

Other ,jurisdiction

3 Private gifts, grants, and contracts: All revenues from nongovern-

mental organilations or,individuals, including monies resulting

from the purchase of gifts or services by nongovernmental ent2ties

on a contractual basis. Unrestricted gifts, grantsi-and bequests,

as well as restricted gifts and contracts to the extent that they

are expended for current operations are included in this category.
Income from fundS held in revocable trusts or distributable at.the

discretion of the trustees of such trusts show ,: be included. -When-

the performance of contributed services is significant to the

library, the valgt? of these s.Jrvices.should be included in this

categor:. When materials, are donated to the library's collection,

:the dollar equivalency of such materials need not be-iacluded in this

category. See also Program ekpenditures (direct costs) tinder

EXPENDITURE CATEGORIES AND TRANSFERS.,

4 Endowment income: All unrestricted income of endowment and similar

funds, restricted'incom of endowment and similar funds to the

extent expendeu or current operating purposes, and income from

funds held in trust by other irrevocable trusts.

5 Generated income.: All revenues generated from the sales and services

of the library-including user fees, cost-recovery charges for 3er-

vices, and-sale of books, equipment, or other library assets.

Exarr es of such revenues are film rentals, library registration

fees, search service fees, interlibrary loan charges, overdue and

book replacement fines. This income is confined to monies received

from library clientele, other institutions, and other'libraries

and,shou7thnot include transferred funds from other departments

Within the organization for services rendered.r
Other current-fund revenues: :His category includes all items of

revenue not coveted elsewhere. Examples are interest income and

gains (net of losses) from investment: of'unrestricted funds.

i. Transfer-in: Monies transferred from another department in the

parent organization or governmental structure of which-the library

is a part, specifically as payment for services rendered, should

be included in this category.,. Typically, money does not actually'

change hands, but is transferred between accounts on paper.

,

I 68



CURRENT-FUND REVENUE CATEGMES (continued)

Academic Anstitutions and nonpublic schools should also include the
following category of income:

8. Tuition and fees: All tuition and fees assessed (net of refunds)
against students for current operating expenses. Even if tuition
and fees are remitted to the state as an offset to the state
appropriation, these monies should be reported in thi.; category.

For special libraries serving private firms, consideration should be .

given to. the 'ollowing.single Category ofincome,or to a combination
of this category and selected dthers listed above.

9, .Appropriations from parent organization: All_ restricted and:unre-
stricted monies provided by the parent organization to the library
for current operations.

.CURRENT-FUND SOURCE/USE FORMAT:= A format used to display funds by source
(where the term use refers to expenditures and mandatory transfers).
The sources represent the funding sources out of which expenditures or
transfers are made. 'Therefore the Current-Fund Source/.1.L Format is
simply a matrix display of the uses of the current-fund e.enditures.
The uses of funds classificd.by functions (programmatic activities) of
the library are shown along the verticaldimension of the matrix, while
the individual sources are shown along the horizontal dimension. The

unique characteristic of the source/use format is the informationpro-
vided-in the cells of the matrix allowing the manager to determine not
onlypurposes for which current-fund Ironies were expended but also the
source of funding used to finance. that expenditure.

1
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D

DAILY ATTLADArt: See average daily'attendande under SCHOOL STUDENT COUNTS.

DAILY MEMBERSHIP: See -Average daily membership under SCHOOL STUDENT COUNTS.

DATA BASE:'A data base is a structured collectiOn of data developed accord-

ing to uniform standards. (1.) Typesof data bases to which the library

may have access :include:

7.BiiliCgraphic data base: A bibliographic data base is one in which

.-:,the-data(informationFrepresent individual.bibliographic attributes

of an item ot.articie, typically including descriptive and subject

cataloging elements, indexing elements, authority elements, and .

abstracts: (11)* Bibliographic data teases include,those subject
data,bases provided to. support referencerservices and those cata7

loging and acquisitions data bases provided to support technical

services.

2. Numeric data base: A numeric da a base-is one in which the data

(information) represent numerical facts, statistical analysis, or'

other numerical information about a.subject, geographical area, or

group of similar entities.- Typically,-numer4cal data include census

data, survey results, and other information which can be categorized

as "numerical." Do not include accounting or other data bases used

in the Olanningband minagement of the library.

3. Full-text retrieval'data base: A textual data base is one in which

the data (information) are of a textual nature, including facts,

texts (of books, speeches, prcCcedings, etc.), or similar content.

A textual data base may be distinguished from a bibliographic data

base in.thatthe actual text (rather than reference to atextual

item) .is-stored An example would be Viewdata. See also FULL-TEXT

RETRIEVAL TRANSACTION.
.9

4. Other data base: A data base other than the above specified types-

of data bases. IncluL2 he authority data bases (unlejs a part

of a. bibliographic data base), identification data bases e.g.,

address lists, directories), and management information sy tems.

DEBT SERVICE.: Includes repayment on principal interest on all shdr-t- .

and long-term debt.

DEPRECIATION/AMORTIZATION: An accounting process whereby estimated

equipMent or building'assets are lowered according to present

-alue or salvage value.- For the most part,'depreciation is useful in

'costing, capital investmaat, overtime, or for tax purposes. Under most

circumstances, this is included as,an overhead cost or burden rate since

such equipmlnt and building benefit more than:one cost center.
a

DERIVE? CATALOGING: See CATALOGING ACTIVITY.

DERIVED CATALOGING SOURCE: See rived_ cataloging uner CATALOGING ACTIVITY'.
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DEVICES: See EQUIPMENT TYPES.

DEWEY DECIMAL CLASSIFICATION (DDC): See CLASSIFICATION SYSTEM.

DIAL ACCESS: Dial .access is'the distribfon of instruction,% educational,
bibliographic, or other inforMation-by cable and/or microwave link
within a library or between-two or moreHnst2tutions or libraries.
Strictly speaking, the communication link is made over telephdne lines
using a telephone for its connection. .The transmission may take the
foem of radio, television,, or computer data and there may tie a computer ,

or computer terminal at any point on, the network or communication systeM.
Input and output devices may take. the form of teletypeters or other
input and output devices._ For E soimary of potential devices which
may .be emplOyed in dial access services, see Computer devices under
EQUIPMENT TYPES.

DIORAMA: See Three-dimensional materi21 under MhTERIALS-FORMAT.

DIPLOMA:,See Certificate or diploma under HIGHEST DEGREE OFFERED/OBTAINED.

DIRECT COSTS.: See Program expenditures (direct costs) under EXPENDITURE
CATEGORIES AND TRANSFERS.

DIRECTIONAL TRANSACTION: See INFORMATION CONTACT.

DISADVANTAGE STATUS: An indicator of an academic, economic, cultural, or
other ddficiency that substantially limits an indi-vidual'S ability to
access or utilize the materials or services of the library, or those
of the parent organization. Types of disadvantage Status-include:

1. No disadvantage

2. Academic disadvantage: A deficiency in the person's academic prep
aratibn that requires so-, a fdlm of remedial service or assistance.,

3. Economic disadvantage: A deficiency in the person's income level
that_requires either financial assistance or special services to
guarantee Lccess to the library resources or,prograMs.

4. Cultural disadvanta v- 'viduals-, whose backgrounds and family

cu ture economic an al) are o different from the norm of
the school; community,'or nation that they require differentiatel
services and materials.'

5. Functionally illiterate: An adult who is unable to read, write,
compute sufficiently well to meet the requirements of adult life.

6. Other disa(4vantage

DISCHARGE: See CIRCULATION TRANSACTION.

DISCIPLINE/SUBJEC. MATTER: A branch of knowledge ce teaching. Disciplines

and subject.matter can'be categorized according to the classification
,'and coding of fields of subject matter used in the National Center"for
Education Statistics, Classification of Educational Subject Matter (1977).
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DOCTORAL DEGREE: See HIVIEST DEGREE OFFERED/OBTAINED.

DOLLAR AMOUNT: The quantifiable measure of a financial transaction or
summary as expressed in U.S. dollars.

DOL1LAR EQUIVALENCY: The monetary value of services, materials, nondollar
assets, or other commodity, based upon the value (on the open market)
of such service &, materials, assets, or other commodity. See also
Contributed (volunteer) services under EXPENDITURE CATEGORIES AND
TRANSFERS,

DONATED.MATERIALS: See CONTRIBUTED MATOIALS.
, D

'DONATED SERVIGES: See Contributed (volunteer) services under EXPENDITURE;
CATEGORIES AND TRANSFERS.--

DUPLICATORS: See Printers /copiers /duplicate ender EQUIPMENT TYPES.'

I
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E-

.EDUCATIONAL ATTAINMENT: The level of school completed. This excludes
level in progress of completion; the grade or degree prior to current
data should be considdred as the ley& of 'educational attainment; The
following gradations in educe*.lun are appropriate:

For library employees

1. Less than high school qradvtion

2. Certificate or diploma

3. Associate degree

4. Bachel'or's degree

5. Master's degree

e In information/library science

o In media/educational technology

O

e Two ormore' master's degrees ,(or master's :Ind first professional
degrees)

,

one of which,is 4n information/libr:;2 .cience

one-of which-is in media/education,:: .-!chnolo
//
gy

1J

- noneof'which is injliformationaiL:rary science or media/
educational technology

e Other master's

6. Doctoral degree

7. Other.

For adt. population

1. No school years Completed

2. Elementary school years completed

e 1 to 4 years completed

e 5 to 7\3/ears cOmpieted

0.8yearscompleted

3. High'school years completed

e 1 to 3 years completes' -)

e 4 years completed

1



EDUCATIONAL ATTAINMENT (continued)

Fors adult population (continued)

4. . College years completed

1

1 to 3 years completed .

e 4 or more years completed

5. Unknown

ELECTRONIC DISPLAY DEVICE: See EQUIPMENT TYPES.

ELECTRONIC DISPLAY MATERIAL: See MATERIALS FORMAT.

ELEM5NTARY SCHOOL:r/See SCHOOL.
/'

EMPLOYEE: Any individual compensated by an institution for services ren-

dered. Included are individuals who donate their services, if serv\ices
performed are a normal part of the institution's programs or supporting

.
services that otherwise would be performed by compensated personnel.-
Specifically excluded are employees of firms providing services to the

institution.on a contractual basis. See also PERSONNEL RESOURCE CATE-

GORIES.

is

EMPLOYEE'COUNTS: the recording or reporting of employee /personnel_ data

by one of the following methods:

1. Service month: The equivalent of one individual working full-time

for the period of one month. Service months are calculated by
multiplying-the percent workload (relative fdll-timeness) t5y the
number of months of the individual's appointment. As.examples, an
individual employed half-time for 'six months world be equivalent

of (.5 x 6) or three service months. An individual employed full-

time.for nine months would be equivalent of (1.O,x 9) or nine

service months of resource, and sofforth.

2 Headcounts: Involves a profile (point-in-time) identification of
the actual unduplicated number of employees. /Usually'used for

recording and reporting employment level or eMployment status by

such categories as full- time /part - time, male/female, race/ethnic_

status, and regular /temporary /seasonal.

Full-time equivalent (FTE) counts: Involves1 the identification of

numbers of employees by their total contracted or assigned per-

\ ,;entages of time-during a given period (generally a fiscal.year)

in order to reflect the library's personnel resources. .These FTE

counts can be summarized by hiring units, types.of programs (for.

example, Information Services, Collection 'Development Services,

Administrative and Adminiitrative Support Services), types of
specific work assignments (e.g., administrative, clerical, or

service).
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r EMPLOYEE COUNTS (continued)

// 3., Full-time equivalent (FIE) counts (continued)

A fulltime equivalent personnel resource'is defined as the equiva-
lent bf one employee who is deemed to be carrying a full load /n
accordance .with an institutionally agreed-upbn convention for/Con-
verting numbers of. specific employees to an equivalent number of
full-time employees. For purposes of reportipg information about
FTE personnel resources, the following method.can be used to cal-
culate comparable fiscal year'FTE personnel resource data:

Ste0 1: Determine the total service months rendered by an individual
over a fiseal.year. For a giver employee, .multiply the percent
workload appointment percentage or relative full -time status) by
the number;of monthi of the individual's appointment for the fiScal,

year. For employees hired for a periodof time that involves less
than a month, multiply the percent workload by the applicable per-
centage of the month involved (that is, two weeks would generally
be considered half or .50 of a month):

Step 2: Determine the total annualized FTE.personnel resources of
all employees available during a fiscal year by totaling the service
months calculated for all employees (in Step 1) and dividing by 12.

EMPLOYMENT CATEGORIES: See PERSONNEL, RESOURCE CATEGORIES and/or Employment

categories ( f adult population) under PUBLIC LIBRARY TARGET GROUP.,

ENDOWMENT INCO E: See CURRENT-FUND REVENUE CATEGORIES.

ENROLLMENT: See SCHOOL STUDENT COUNTS.

ENTRANCE REQUIREMENT: See MINIMUM. ADMISSIONS REQUIREMENT.

ENTRY: A record Of a bibliographical entity in a catalog or list. (9)

iFor catalogs, entries may include author entries, added entries (secondary

entries), main entries, end analytic entries.

EQUIPMENT CIRCULATION TRANSACTION: The loan (or rental) of an item from

the library's equipment resources to a library user.

EQUIPMENT DISTRIBUTION SERVICES: See Circulation services under PROGRAM-

MATIC ACTIVITIES.

EQUIPMENT IDENTIFIERS: Serial numbers, repair Tecords, and other identi-

fication pertaining to 'arOndividual piece of equipment. Alsoincluded
are descriptors regarding the ownership and'availability of the piece

of equipMent:

1. Equipment ownership staius: An indicator. ., that the library owns, ,

rents, or has borrowed the piece of equipment.

2. Equipment availability: The degree to-which the library's user group

can access the.individual item. Generally this includes whether

the equipment is available for circulation, in-library use, or not

for use by the library's user group.

1
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EQUIPMENT-TYPES:- Rdport the types of equipment provided by or utilized

by he library. Indicate the status of ownership associated with these

equiNlent (i.e., owned jointly, owned, or rented/leased):'

"' . Aglildfo,deviae: A device used for the reception, recording, trans-

Mission, or reproduction ofSound (only). (17)- See also Audio

recordin under MATERIALS FORMAT.

0 Audio la er: A unit which can play back recordings on tape or
lsc, but which is not capable of recording. It contains ampli-

'fiers and/or speakers. Included are tape players and rtecord

players.
.

O Audiorecorder: A unit which can record (and may play back) sound

on audiotape; audiocard, or audiopage. It may contain heads for

erasing, recording, and playback; amplifiers; and transport-

.0chapvisms. The recorder may be monophonic, stereophonic, or

multi-channel and may have provisions for comparisdn of channels.

(17) ,Included in this category are cartridge- audiotape recorders

a nd cassette audiotape recorders, audtocard recorders, and audio,

page recorders..'-

AuctiotaPe duplicator: A device used to transfer the audio signal

fro m one audiotape to another. Duplicators usually make the

transfer to one or more copies at speeds' much faster than real

time or ordinary playback speeds. It may duplicate audiotapes

on reels, cassettes, or cartridges. '(17)

o AzenSLtListentr: An audio distribution device into which headsets

can be connecter: to enable more than one user to listen to an

audio program. ..:ay have more than-oneichannel and may have

volume controls. The entire unit may be permanently mounted,or

packed into a storage case: (17)

Other audio device: Any audio device not listed or def4nedabove.
Vicluded here are-radio receivers, audid induction: equipment,
audio amplification equipment, audio mixers, and 'audio compressors.

csgagter device: ,Acomputer and those devices which will. enable a

computer to perform its task. The combination of.deviCes is capable

of accepting information, applying prescribed processes to the

information, and supplying the results of the application to these

Processes--all without human intervention. (17) See also DIAL

ACCESS and/cr Computer material under MATERIALS' FORMAT..

Computer devices include:'

4 2252n: An electronic data processor that can perform substantial

computation, including numerous arithmetic or logic operations,

Without intervention'by a human'operator during the run. (3)*

This includes the mainframe (.e., central processing unit which

contains the main storage, arithmetic unit, and special register

grouPs) ;.storage and'input/outout devices. Such a computer can
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EQUIPMENT TYPES (continued)

2. Computer device (continued)
.

Computer (continued)
. ,

No act as input- output buffers in a system of computers. Gen-

-,
113 speaking, computers can be categorized according to size

and speed: large-scale systems, midsized systems, minicomRuters,

and microcomputers. ,

. J
, a

'o Computer terminal: A"unit which permits one or two-way communica-
tion between a user and a computer via communications lines. The.

g device may include features such asa cathode, ray. (CRT), 4

typewriter/teletype,unit, light pen ,.printer, plasma panel, tele-
vision receiver, touch sensitive panel, keyboard, card reader,
,,tape reader, or audio output unit

)
(1,7)

'

.

. .

Other input/output device: Other device or'cotlective set of devices I.

used for conveying data into or out of the computer. '(3)* Includes

indeperident card,readerS; line printers, and other input /output

devices which 'ar not features of.the terminal, but are a part of

.the computer teminal. ,Include here card printers associated with
%

computer-systems. - .

Other computer device: Any computer device not listed and defined

above.

3. Graphic Or reproduction device: The equipment utilized in the pro-

.duction and reproduction of graphic materials. (17) Exclude

printerS and 'other reproduction devices affiliated with computer
devices above.

O

Printer/copierLmlicator: Machines which reproduce, printed or
graphic images.from a'paper master (original), stencil, or metal

pldtes onto paper copy. Also included are microform duplicators
'which reprodUce images from microform onto a paper copy or micro-

form copy, other than microform reader/printers.

OtliergraPhic-and reproduction device: Any graphic or reproduc-
tion'device not listed or defined above.

4: Electronic display device: The equipment'Lsed in'the production

and electronic transmission of visual images and sound. (17) See

also'Electronc display materials under MATERIALS FORMAT.

o Nideotape recorder: device which can record.images.and sound on

videotape Jid which. can play pack the videotape for vtewing on a

television monitor or speciarreceiver. The videotape recorder

may use reels or cartridges or cassettes. Most videotape re-

corders used. in instructional programs are helicalscan type.
Also called VTR. (17)



EQUIPMENT TYPES (continued.)

'4. Electronic display device (continued)

o Video la er A,\device which can reproduce sound and pictures

rom a vi eotap.or videodisc on a television monitor or special

receiver. It cannot record images or sounds, The unit may use

videotape on reeks or in cartridges or cassettes. (17).

e Television receiver: An electronic device which intercepts the

signal of a televiSion broadcast or (with adaptation) television

signals from other sources, amplifies, and translates the signals,

intojinage and sound. (17) Exclude te4evision re;Ceiver's ask-

ciated with computen equipment.

e Telewriter: A device which transmits (live),and :displays hand-

: writing and simple drawings over telephone;lines. Telewriters

used for computer communication's should be excluded. (17)

o Other electronic display device: Any electronic display device

not liisted or defined above-

5. Projecting or magnifying device: A device which enlarges or mag-

nifies visual images for viewing. Some have provisions for sound

accompaniment. (17) See-also Projected or.magnified material

under MATERIALS FORMAT.,

e Filmstrip projector or viewer: A filmstrip projector is a device

designed to'project filmstrips (usually,35 mm)1:and,-Which normally'

: projects a single-frame filmstrip. and may projett a double -frame

filmitrip A filmstrip viewer is a, device equipped witha- built -

in viewing glass or rear prOjection screen for viewing filmstrips,

usually single-fraMe filmstrips. 117)*

A) Slide projector or viewer : A slide projector is a device designed

to project slideS on-transparencies mounted-in small frame's,.

usually 2" by 2". Some models have provision for sound and/or

accept trays, cartridges,.Or drums..'A slide viewer is a device

equippbd with a Vlt-in viewing glass or rear prOjectOr screen

for viewing slides. Models are available with provision for

playing accompanying audiorecordirigs. (17)*.

e Microform-reader or reader/printer: A projecting device fOr

viewing microform. Included in thiScategory are microfilm

.
readers, microfiche readers, micropaque.readers, and combinations.

of these. (17)* Microform reader/printers are equipped with

copiers which expose, develop, and fix the projected image on

suitable. material.

.64 Motion picture projector: A device dAltned to project motion

pictures; -It may be equipped to reproduce sound on either.mag- .
netic, optical, or both -types of sound tracks and may have aUdio

recording capability. The most common types of motion pictUre

8
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EQUIPMENT TYPES (continued)'

5., Projecting or Magnifying device (continued)

Motion,pictureProjector (continued)

projectors in instructional institutions are 16 rim, ,8 mm, and

super 8 mm. ASome projectors have built-in viewing screens'but

,should still be recorded as projectors, not viewers.) (17)

o Other projecting or magnifying device: Any projecting or magnifying

,'_device not listed or defined above. This category would include
sound synchronizers .(except those synchronizers built into an
audiotape recorder or player); projector dissolve controls (except

- 4
television dissolVe units); projection/sound programmer (i.e., a
device which controls the synchronization among sound reproduction
and/or projection devices); overhead and opaque projectors;
-stereoscope (an optical-device_with-two lenses enabling each eye
to see a,separateimage of the same scene:giving the effect of
*tree dimensions); teaching' machines (a mechanical or electrical

46

devic9)which presents an instructional Pr gram at a rate controlled
by -he learner's responses, to the machin ); microprOjectors (which -

e arge and project microscopic transparencies such a. mitroscope
slid8); film inspectidn/cleaning machines (Which automatically
inspect motion pictures and filmstrips foc_damage and /or, clean
the' motion picture or filmstrip); and screens used to view the

6. Pport::::::clicorder::::flAecider:::::d in Photographio-prodiktion of

.e ther still photography, motion picture Photography;for micrdfilm-

1 (17) This includes cameras, darkroom equipment, and

.. .

o?iOn
-- 1

7. Other devices: Other devices, or special equipment, not listed
14
or

.
i,

defined above should be included here.

ETHNIC IDENTIFICATION:. See RACE/ETHNIC IDENTIFICATION. "

EXCHANGE: See GIFTS AND. EXCHANGES and/or Interinstitutional exchange and

delivery services under PROGRAMMATIC ACTIVITIES.

EXECUTIVE /ADMINISTRATIVE /MANAGERIAL PROFESSIONAL: See PERSONNEL RESOURCE

CATEGORIES. . -

.

EXEMPT EMPLOYEE: An moloyeewhose conditions of employment, and compensa-
tion are not subject to the provisions of the Fair Labor Standards'Act
(FLSA) as amended. Exempt employees are nct eligible for overtime pay-

ment. According to Section 13 of the_Act, an exempt employee is "any
employee employed in a bona fide executive, administrative, ar pro-
fessional capacity. . . ." This category typically includes executive/
administrative/managerial and specialist/library professionals.

EXHIBIT: See Three-dimensional material under MATERIALS FORMAT.
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EXPENDITURE CATEGORIES SAND TRANSFERS: Those types of expenses for which

income Ts employed. See also CURRENT-FUND SOURCE/USE MATRIX.' Types

-ofexpenditures include;

1.

OrograM

expenditures (direct,cests): Any cost that can-be'speci-

.fically identified with a particular activity center. The following

items haVe been identified as direct -ts:-1.

o Compensation: The total amodnt of dollars, including both gross

salaries and fringe benefits, paid directly to, or'on behalf of,

employees. The following categories of compensation are recom-

mended:

- Salaries and wages: The gross amount in dollars paid to an

c. . employee excluding fringe benefits.

- Fringe beneftts: Includes all benefits paid and accruing to

an employee, regardless of whether ne benefits or equivalent

cash-options are available.to.all employees. Possible types

of fringe benefits include Social Security, reti^ement; medical

insd'rance, life insurance, guaranteed disability income pro-

tection (excluding annual sick leave benefits), unemployment

compensation, workmen's cOmpensationnd other benefits (ih-

cluding tuition and housing benefits).

Supplies and services: Includes consumable instructional,.research,

and office supplies and materialS;,communications costs (including

telephone, telegraph, postal, printing, binding, and reproductiOn

services); travel (i.e., trgnsportation, fopd, lodging, and mis-

cellaneous expenses reimbursed to an employee who-has represented

or conducted business for the library or parent organization);

and other contractual services produced,from outside sources that

can be directly identified with a particular activity center,

including preprocessing ctsts,leased collection, and commercial

binding costs.

Noncapital equipment: Includes equipment items that benefitrthe

library or activity for more than one operating period.. This

category will typically include'office machines and equipment,

furniture, and furnishings, includins free-standing bookstacks

and other items.Of similar nature. Excluded.are'any.equipment'

purchased frOm capital funds. Typically, those items .or property

that haVe an acquisition cost,lpf less than $500 or an.expected

life of less than two years. are included inithis_category.

The library may also have dirett costs that are not recorded in

the internal accounting systeof. Some of these maybe:

Expenditures made by the parent organization: Expenditures made

by the parent organization-that should be considered and inclUled

as direct costs of the library. Retirement benefits paid for!by

a central agency, in the'parent-organization on behalf of library

eMployees.as well as other.orgahizatioo employees, centralized

purchasing, and Cnt ation transportdtion pools are examples

of such egpenditure

VJ
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EXPENDITURE CATEGORIES AND TRANSFERS (continued) '

1. Program expenditures (direct costs) (continued)

--AI-Expenditures-mu oy_another agency: Expenditures made by a local,
regional, state, or, Federal agency that should beconsidered. and
included aS, direct costs of the library, -Retirement benefits
°paid for all state Or Federal emPloyees, a.district, regional,,
state, or Federal OrohaSing agency, district, regional,.state,
or Federal transportation pool are examples of such expenditureS.

.4(

$ Expenditures made by a central administration:. Any Services pro-
4,

vided by a central administrative function,thatllust be apportioned
to individual departments- before direct costs are caldulated.,

a.

o Contributed (volunteer) services: Services rendered td2an insti-
tution for which little or no compensation is paid. The 'monetary

'value of donated services 'can be determined on the basis, of pay-4
menu to other staff having equal,qualifications,.training, ex-
perience, and responsibiaities'at the instftution.- If the number:

of salaried personnel is too small to prdvide reliable Salary and
wage data, reference may be made to other sources of'such figures..

(10)* Only those services which are significant to the library.

should be included,

Collection resource expenditures: Expenditures for library materials.

including print, nonprint, and :special collections. Exclude costs
of preprocessing, acquisitions of library equipment, and collection

resource maintenance activity.

Expenditures for capital c..;sets: This activity center iS-a holding
account for any capital-exr,enditures made from the library's current

unds.. ExpendiXures for caTital assets include monies expended for
land, land improvement, buiAings, additions to buildings, and
capital equipment. Capital equipment is defined as any equipment-
items costing pore than $500 (or similar lower limit established
by the institution) and having an esemated service life of more

than two years. Capital expenditures for the current year are not
included in the costs of the other activity centers (i.e., 'program-

matic-activities). See also DEPRECIATION/AMORTIZATION.

4. Mandatory transfer-out: Includes all transfers from current fund
that must be made to other fund .groups in order to,fulfill a binding

legal obligation of the institution. :These categories are distinct
from voluntary proviSions made at the discretion.of the parent
organization, -governing body, or-library and therefore 'classified

separately. This category includes the following subcategories:
provision for debt servicg,,loan fund matching grant.;, and other

mandatory trosfers.

5. Nonmandatory transfer-out: This category includes all transfers from

the library fund to another fund at the discretion of the institu -.
tion's goVerning hoard. Although. such transfers 'usually involve

2 0 1,



-196-

EXPENDITURE CATEGORIES.AND TRANSFERS (continued)

5. Nonmandatolv transfer-out (continued)

'
unrestricted funds of the current fund, a redesignation of funds

_previously designated for a differeht purpose may be made and the

subsequent fi-ansfer recorded in thi's category.

EXTENSION OF LIBRARY-SERVICES: The supplying of books and otherlibrary

assistance (including reader_and research advisory'seryices) to

viduals and organizations outsidt a library's regular service areaand-

_to areas inwhich library-Ser:ice isnot.otherwise available. These

services may be reimbursed by' users or subsidized, by other sources, or

may,be provided gratis by the library. (5)*

t
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FACILITIES:' See BUILDING.IDENTIFIERS/CHOACTERISTICS arid/or ROOM USE

CATEGORIES."

FACILITY AVAILABILITY: The number'of hours annually in which.thelibrary-
facilitigs (or a portion thereof) are open lb the librayy15-cjientele,
Total ifacilttytdvailability is, determined by the addition of the number
of hours each library facility (i.e., buil0fig) is'oPen and accessible

, to ttie' public. Average facility availabilitY is determined by dividing
the total facility availability by the number of individual facilities
(i,e., buildings or service outlets) of the library.

FACILITY-MEASURES: See PROGRAM MEASURES. -

FACT- FINDING - SOURCE: See REFERENCE COLLECTION.

.FA6fFINOING TRANSACTION: See Reference transaction udder` INrORMA ION

CONTACT.. /

FACULTY: See RESEARCH/INSTRUCTION EMPLOYEE end/or Classroom teacher under
SCHOOL LIBRARY/MEDIA CENTER TARGET GROUP.

FEES: -See Generated income or-Tuitidn andfees under CURRENT-FUND REVENUE'

CATEGORIES.

FICHE: See Fiche catalog under CATALOG and
FORMAT: .

, .

or tlicroqce under1AJERIALS
k .

FIcTION: This category tncludes material o whith

to be fact. Such mateffa includes (but is not
prcise'literaIljre, with events, charaLtS, and
the product of the imagination, as novels and sh

content is not intended
exclusive to) narrative

scenes wholly or party, ,/
ort stories.,

FILLED BORROWING REQUEST: See Requests filled within user specified titae
under INTERLIBRARY LOWBORROWING ACTIVITY:

r' f

.FItLED LENDING REQUEST: See INTERLIBRAP', LOAN ENDING ACTIVITY.

FILM: See Motion picture-film or Microfilm under MATERIALS FORMAT.

FILMSTRIP: See Projectad or 'magnified material, under. MATERIALS FORMAT.' ..
._

. .P .

FILMSTRIP PROJECTOR OR VIEWER: See Projecting or magnifying device under

EQUIPMENT TYPES.

FILMSTRIP VIEWER: See Filmstrip projector or viewer under EQUIPW
TYPES.

FINANCIAL MEASURES: See PROGRAM MEASURES.

FINANCIAL REOURCES: The assets, liabilities and fund balances atti-ibu-
table to "the library. Specific categories included in financial resources

are:

2



FINANCIAL RESOURCES (toritinued)..

4.

Q

(1

AsSets: This categbry, aerally-includes such items, as cash', in-

vestments, pledges reCeivable, accounts receivable, notes receivable,

inventories, prepaid/expenses and deferred charges, *institutional'

'plant, add interfun4 borrowing -due-femor, to' other funds:, Specific

categories

®' Cash': Includes the cash on hand, petty caste and cash in bnk

accounts, 4$s00.0edmith the library. Do "s not include short-
.

:_terminvestmentd.
, g,

o Investments: Includes real estate, marketable securitied, topy-
rights, royalties, and, so. forth.

Pledges receivable: Pledges include pledges of,gifts, subscription'

notes, and,estate notes.

o Accounts receivable: Include all amounts owed the library, and

limited to uncollected amounts.of completed sales (i.e., uncol-

lected generated income). Governmental appropriations that are ,

Subject-to release by a' governmental office fot-library use should ,

..*be inOuded here.'

o Prepaid expenses and 'deferred charges: Includes that Poion of
operating:expenditures properly, chargeable in a. period subsequent

to the date of-the'fiscll
. .

i

o Plant: The physical property wneeby the°1ibeary'and used for

library Parpoies, such as 'lan ,buildings, improvements &they

than building and equipment. .

,

.
,._

I

,I1,terlund boerowing dub from or;. to oiherfundsRepres nits the

amounts of fUndsjbaned temporarily.. between fund group (for

exaMple; current fundsloahed to, the plant,fund):,,-

e' Other assets: InClude here inventories and 'floegs recei able.
, ,

, \ . - . ,

2. Liabilitai This category/can include accounts "payable and accrued

TTOTTitieg;-hoteS, bonds, and mortgages: payable; deposits,- deferred
,

revenues; and contracts payable. Specific categomes are: ,

o Accounts fyable and'accrued "liabilities: Represents liabilities
, .

, ..

for goodsseceived and other expense incurred for wpiich dis--

bursements-ilave not been made as of the date of thesfitscal repor .

Payrolls due and unpaid, amounts deducted from p'ayrolls and not

yet forwarded to proper:agencies (e.g.,.income taxes withheld,

soeal security taxes, and retirement annuity premiums).

et Notes, bonds, and inaftgaggsapayable: Repeesents liabilitied for

outstuding notes, bonds,-and mortgages!. 4 4

-.
'e



, Deferred reVenues: Includes payments made to-the library imad-
yance of the fiscal period reported to which they apply for ser-
vices to be. rendered in a' subsequent fiscal' peribd:

Other liabilities: Liabilities not listed or defined above. In-

Mal contracts payable.

3. Fund balances: /The diffefence (excess .or defiCit) between assets'
and liabilities for each of the following -- current funds; loan funds,
endowment and'similar funds, annuity and,life incbme funds,,pl'ant

-199-;

. FINANCIAL RESOURCES (continued

2: Liabilities (continued)
,

DepoSits:.InCludes'receipts for. various prpotes_that 4 library
may be required to repay, in whole or part. Examples-are deposits'.
for :breakage, room rental contracts; keys, library books, and

so. forth.:
e

lef

funds, and)agencylunds. Fund.talances inClude:

\
411 Current-fund balance: The net accumulation, of,the'excess of

,current -find revenues over current-fund expenditures. and transfers.

EndowMentiand similar "fund balance: The balance of funds in en-
term.endowments, and.quasi-endowments spedifically --

endowed to the .library.

Unexpended plant fund: Unexpended resources that
/

have been set
,aside (forthe purchase or construction of phYsical plant in

excess
a
of .associatedassbciated liabilities.

Funds fot renewal and replacement: Unexpended-resources held for
the .renewal and replacement of physical plant. ,

Net investment in plant: The net investment in plant is the total
equity tn facility assets. It is,'in short, the library's "paid

'for" plant facilities.

o Funds for'retiremep)-f indebtedness: ResourCes held for the re-
4

tirement of, and the interest on, the debt Owed on the'librarY's-

: 'physical plant., It,includes-sinking funds established under

bend indentures, mortgage amortization payments\acajmulated\but
not ye-t,due. and other resources accumulated for\interestand
debt reiirement.

Other fund balances: Fund balances not'liSted and defined above.

FIRST PROFESSIONAL XGREE: See HIGHEST.DEGREE OFFERED/OBTAINED.

FISCAL-PERIOD:, A.designated period at the end of which- a library or library
systemdeterimines its financial condition and the results of its operaL

tibns and closes its accounts.' The period is usually a year though hot,

necessarily,a calendar (i.e., January
n

through December) year. (5)* :

11

,
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4-:1-4 PLAN: See PREDOMINANT CALENDAR SYSTEM.

FRINGE BENEFITS: See Compensation under EXPENDITURE CATEGORIES AND

TRANSFERS.

FULL-TEXT RETRIEVAL TRANSACTION: The search and -otrieval of information

from a full-text retrieval data base for a use,. Each independent

information unit obtained for the ,user should b- cofinted, not the'

number of users. See also Full-text retrievaldata base under DATA

BASE.

FULL-TIME EQUIVALENT COUNTS: See ACADEMIC STUDENT COUNTS and/or EMPLOYEE

COUNTS.

FUND BALANCES: See FINANCIAL RESOURCES.

FUND SOURCE: See CURRENT=FUND REVENUE CATEGORIES.

2 06.
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G

GENERAL CIRCULATION SERVICES: Sep Circulation services under PROGRAMMATIC

ACTIVITIES.\

GENERAL CIRCULATION TRANSACTION: See CIRCULATION TRANSACTION.

GENERAL EDUCATION PROGRAM: See Cultural, recreational, and educational
services under PROGRAMMATIC ACTIVITIES.'

GENERAL IBRARY COLLECTION: See COLLECTION CATEGORIES.'

GENERAL REFERENCE COLLECTION: See Reference collection under COLLECTION
CATEGORIES.

GENERAL USE FACILITY: See ROOM USE CATEGORIES.

GENERATED INCOME: See CURRENT -FUND REVENUE CATEGORIES.

GIFTS AND EXCHANGES: The acquisition of library materials by gift; or in

exchange, with another institution for publications of that institution.

(5) Items received and items retained by the library should be re-

corded separately. See also CONTRIBUTED MATERIALS and/or Private gifts,
'grants, and contracts under CURRENT-FUND REVENUE CATEGORIES.

GLOBE: See Three-dimensional material under MATERIALS FORMAT.

GOVERNMENT PUBLICATION:. See MATERIALSACQUISITION COUNTS.

GOVERNMENTAL APPROPRIATIONS: See CURRENT-FUND'REVENUE CATEGORIES.

GOVERNMENTAL GRANTS AND-CONTRACTS: See CURRENT-FUND REVENUE CATEGORIES..

GRADUATE DIVISION: See ACADEMIC COURSE LEVEL.

GRADUATE STUDENTS: See ACADEMIC STUDENT LEVEL..

GRAPHIC OR REPRODUCTION DEVICE: See EQUIPMENT TYPES.

GRANTS: See CURRENT-FUND REVENUE CATEGORIES.

GROSS SQUARE FEET (GSF): The sum of square feet of the floor' areas of the

building included within the. outside faces of exterior walls for all '

stories, or areas that have floor surfaces. Gross area should be corn-

y puted by measuring from the outside face of exterior walls, disregarding
cohlices, Pilasters, buttresses, etc., which extend beyond the wall

face, measured in terms of gross square feet (GSF). In addition to

all the internal floored spaces obviously covered'above,.gross area

should include basements (except unexcavated p:-tions), attics, garages,

enclosed porches, penthouses, mechanical equipm,mt floors, lobbies,

mezzanines; all.palconies (inside or outside) utilized for operational-

functions,'and coFridors,rovided they are within theoutside face lines
of the building. Roofed loading or shipping platforms should be-in-
cluded, whether within or outside the exterior face lines of the.building.



GROSS SQUARE FEET (GSF) (continued)

Stairways, elevatbr shafts, mechanical service shafts, and ducts are

to be countedas gross area on each floor through which the",shaft

passes. Exclude open courts and light wells, or portions of upper

floors eliminated by rooms or lobbies that rise above singleLfloor

ceiling height. See also ASSIGNABLE SQUARE FEET (ASF).

GROUP TRANSACTION: See, INFORMATION CONTACT.



-203:

H

HANDICAP ACCESS: See BUILDING IDENTIFIERS/CHARACTERISTICS.

HANDICAP CATEGORY: A handicap is an atypical physical, health, sensory,
or mental condition which, without the use-of any corrective device,

may substantially limit one or more major life activities. Handicap

categories include:

1. None

2. Visually handicapped: Persons who have a visual impairment which,
even with correction, is sufficiently severe as'to adversely affect

their performance of certain activities. A person identified as
visually handicapped may be referred to as partially seeing or
blind, according to the nature and seVerity of the handicap.

3. Hearing handicapped: Persons having:an auditory impairment suffi-
ciently severe as to adversely affect their performance of certain
activities. A person identified as hearing handicapped may be
referred to as hard of hearing or deaf, depending upon the nature
and severity of the handicap.

4. Deaf-blind: Persons having concomitant hearing and visual impair-
ments, the combination of which causes such severe communication
and other developmental and learning problems that such a person
cannot be accommodated by special materials or services solely for

deaf persons or for blind persons.

5. Orthopedically handicapped: Persons having an orthopedic impairment
sufficiently severe as,to'adversely affect their performanc.
certain activities. The term includes: persons with impairmc
caused by congenital anomaly, impairments caused by disease, and

impairments from other causes.

6., Other health handicapped: Persons having a health impairment suffi-

ciently severe as to adversely affect their performance of certain
activities. Such persons may beAandicapped because of limited .

strength, vitality, or alertness due to chronic or acute health

problems.

7. .Speech handicapped:. Persons having a communication disorder that

is sufficiently severe to adversely affect'performance of certain
activities. Such a handicap should not be confused with proficiency

the English language.

8. Mentally handicapped: Persons having a mental impairMent a

mental or psychological disorder such as mental retardatiOn,emo-
tional or mental illness, or specific learning disability) off

sufficient severity as to substantially limit one or major life

activities.

9. Multihandicapped: Persons having concomitant impairments, the com-

bination of which cannot be'accommodated by special materials or
special services solely for one of the above identified categories.

2 O)
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1)HEADCOUNT:" A profile (point-in-time) ioentification of the-actual un-

duplicated number of individuals in a population. Usually used for

.recording and reporting status by categories of,descriptors such as

full:time/part -timq, male/female, race/ethnic identification, age
ranges,. income levels, and educational attainment.

-204-

'HEADQUARTERS: See LIBRARY HEADQUARTERS.

kIGH4SCHOoL: See Secondary school under SCHOOL.

HIGHEST
offered

OFFERED/OBTAINED: The highest degree/certificate/diploma

ffe d by an institution or obtained by an individual which represents

completion of any program offered by the institution, or obtained by

an individual.

1. .c..21.1ificate or diploma: An award for successful completion of a
course of study or program covering less ti-an two academic years
affered by a postsecondary institution.

2. ftspciatedeantt(twoyears or more): The degree granted upon corn-

PleVion of an educational program less than baccalaureate level
and requiring at least two but-less than four academic years of

college work.

3. Bachelor's degree: Any earned academic degree carrying the title

°f bachelor."

4. First rofessional de nee: The first earned degree in a professional

Tleld. On Y the following degrees should be included: (1) M.D.,

(2) D.O., (3) L.L.B. or J.D. (if J.D. is the first professional

degree), (4) D.D.S., (5) D.V.M., '(6) 0.D., (77KT, M.Div., Rabbi,

(8) Pod-D-, P.M.

5 Mas-....1eLos.7_9de ree Any earned academic degree carrying the title of

master.'

6. Doct ral degree. Any earned academic degree carrying the titleof

,, todocr- Nct included are first professional "degrees such as

n.D., Q.D.S.

7. Other certificate, diploma, or degree: Includes all other categories

Of degrees
/diplomas /certificates that cannot be categorized in any

of the preceding categories such as specialist degrees for work

completed toward a certificate.

HOLOGRAM: See Projected or magnified material under MATERIALS FORMAT.

21.0
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I

INCOME: See CURRENT-FUND REVENUE CATEGORIES and/or Family income under
PUBLIC LIBRARY TARGET GROUP.

INDEX: See REFERENCE COLLECTION.

INEORMATFON AREA: See User.information area under ROOM USE CATEGORIES.'

INFORMATION CONTACT: An information contact is an3encounter in person,
by telephone, mail, or-other means, between a member of the reference/
information staff and a user, in which information is sought or pro-
vided. (2) See also Information services under PROGRAMMATIC ACTIVITIES.

1 Directional transaction: A directional. transaction is an information
contact which facilitates the use of the library in which the con-
tact occurs, and itg'environs, and which may involve the use of
sources describing that library, such as schedules, floor-plans,
handbooks,\and policy statements. Examples of directional, trans-
actions are \(1) directions for loCating facilities such as rest-
rooms, carrelS, and telephones; (2) directions for locating library

staff and users; (3) directions for locating materials for which
the user has a call numh'..r; (4) supplying materials such as'paper
and pencils;\and (5) assisting users with the operation of machines.
(2) Directional. assistance provided as_a part of a reference trans-

action (define below) should not be counted here.

2. ,Reference transaction: A reference transaction is an information
contact which,involves the use, recommendation, interpretatioh, or
instruction in the use of one or more information sources, or
knowledge of such sourccs, by a member of the reference/information
staff. Information sources include: (1)print and nonprint mate-
rials; (2) machine-readable data bases-(including computer-assisted
instruction); (3) library bibliographic records, excluding circula-'
tion records; (4) other libraries and institutions; and (5) persons
both inside and outside the libr&ry.

A question answered through utilization of information gained from
previous consultation of such sourcesis considered a reference
transaction even if the source is not consulted again. A contact
which includes both reference and directional service is one ref-
erence transaction. Duration should not be an element in deter-
mining.whether a transaction is reference or directional. (2)

Types of reference transactions include:

Catalog information transaction: A reference transaction which
specifically requires instruction in the use of the library
catalog, tsr requires a search of the library's catalog, a union
catalog, a serials or another library's catalog for a spe-

cific work, or works by a specific author', or.works on c particular

subject. Catalog searches resulting from bibliographic searches,
fact-finding transactions, or other reference transactions, during
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INFORMATION CONTACT (continued)

2. Reference transaction (continued)

e catalog_information transaction (continued)

the course of the information contact,. should be excluded from

this category and reported under the appropriate category of

reference transaction listed below.

Fact- finding transaction: A reference transaction involving only

a question of a factual nature which can be addressed readily and

often for which a standard reference book, entry in a reference

file, or knowledge 0 the staff member is sufficient to provide

the answer. Exclude\fact-finding, which is a part of a literature

search transaction (below), a referral transaction (below), or

a research and analy0s transaction (below).

I

Literature search transaction: A reference transaction which in-

, volves extensive scouting of indexes, bibliographies, and machine-

..readable literature data bases as well as the library's.own mono-

graphs and serials, in order to locate information on the subject ..

.of inquiry.' (5)* Selective dissemination of information (SDI)

Or bibliographies developed in anticipation of user's requests, \
or on a recurring basis should not be included in this category.

For reporting purposes, count here ,only ;`.he literature .search re-

quest, not the number of bibliographies, indexes, or data bases

searched to satisfy the request. Categories of literature search

'are:

- Literature search ofthe collection: A reference transaction'

which involves extensive scrutiny of indexes and bibliographies

in print or,print facsiMile, as well as!materials in the library;

collection, in orddr"to locate infdrmation on the subject of

inquiry.

- Biblio ra hic data base literature search: A reference trans-

action invo ving a subject (or oth4FTiiirch of machine-readable

data basesfor the purpose of yielding a bibliography or list

of citations specifically addressing the subject of the inquiry.

- Combineeliterature search: Any literature searcti-which-entails

both manual and machine searching.

- Other literature search: Any literature searches not named or ,

aeTITiaabove.

Readers or research advisory transaction: A reference transaction

which involves 'consultation for reading or, research problems, AC-

ommendations of books and a reading or research program,,or in-:

structii. : in the use of the library and its resources (beyond i

catalog use). Exclude class instruction in reading; such as right-

to-read programs, which specifically ,ddress reading and are not

primarily intended to upgrade library skills and which should- be

considered under cultural, recreational, and educational services.

4 .12
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INFORMATION CONTACT (continued)

2. Reference transaction (continued)

o.Community referral transaction:. A, reference transaction-which
involves the provision of information about the community, com-
munity activities, community services or agencies, and community
caleridars. Such "a transaction typically requires the determination
of the user's need and the appropriate agency-informaiiion referral
or community information referral to meet this need. Community
services, resource referral files, schedules of evi,i7ts, and maps,

,of the community may be consulted.

o Other referral transaction: A reference transactton which involves
the provision of information about or from offices, departments,
or agencies outside of the library (other than those encompassed
by community. referral). Such a transaction may require directing
theuser to persons or organizations external to the library.

o Research and analysis transaction: A reference iransaction-which
involves the provision and interpretation of extensive informa-.
Lion ' about a particular topic, or topics. Such a transaction may
require the consolidation and analysis of information from.a
variety, of sources; independent research on the part of the library
staff; and the synthesis of this information into a single "ip-
formation package" for the user. Such a transaction may ith,o
require literature searches, referral' to agencies apd organizations
outside of the library, and othercomponents of other types of
reference transactions. However, it is distinguished from these
by the interpretation, synthesis, and analysis of the information
required by the library staff.

e Other reference transactions: Other reference transactions not

identified above.

Group transaction: A group transaction is an information contact
in which a staff member provides information service, usually in-
tended .for a number of persons, rather than an individualized
response to a specific need of one or two persons.at a time.

.

Examples of group transactions are: lectures, library tours, book,
reviews and discussions, media presentations and similar programs,
instructional programs in research,methods and similar programs_
If a s rids of such presentations is made, each session should be
counted separately. (2) Grou ransactions include `transactions
both on and off the library premises, as long as such transactions
are spo sored by the library. For counting purposes, the transaction

should b counted as one. In addition, the number of persons _

'attendin each transaction should, be counted.

INFORMATION SERVICE HOURS: The number of hours annually in.which an in-
formation service point is staffed and prepared to provide information/serviceto the library's clientele. For reporting purposes, the total/
number of hours annually for each service point maintained obthe library

should-be totaled2to yield an overall library total. The hours of any



-208-

INFORMATION SERVIcE HOURS (continued) ,

service point should be calculated on the service point and not upon

the number of staff members availablg at that service point simulta-

nebusly. Thus, a service point staffed for one hour by two individuals'

is the equivalent of on information service hour only.

INFORMATION SERVICES: See PROGRAMATIQ ACTIVITIES.

INPUT-OUTPUT DEVICE? See Computer device .under EQUIPMENT TYPES.

INSTRUCTION/RESEARCH EMPLOYEE: See RESEARCH/INSTRUCTION EMPLOYEE.

INTERBRANCH LOAN: See INTRALIBRARY LOAN.

INTERLIBRARY COOPERATION: See CONSORTIUM, NETWORK, AMD/OR COOPERATIVE

1-4
'ENDEAVOR.

INTERLIBRARY DELIVERY SERVICES: See Interinstitutional exchange and

delivery services under PROGRAMMATIC ACTIVITIES.

INTERLIBRARY LOAN*(ILL); Materials sent in answer to specific title,

author, or ILL subject requests made between libraries or library.

agencies that are,not under the same administration (i.e.,"interbranch

and intracampus lending and borrowing are excluded). (19)* See also

INTRALIBRARY LOAN.

INTERLIBRARY.LOANBORROWING ACTIVITY:_ The activity of alibrary.related

to requesting' nd obtaining, from other libraries, materials requested

by library cli ntele.

1. Item requested: The material requested from another library for a

patron of the reporting library. An item requested should be

counted oply once regardless of the number of :libraries queried.

fOr the item requested.
,

2. Borrowing request: A query sent to another library for an item

requested by a patron of the reporting library. Such borrowing

requests should be counted whether or not the request is filled.

3. Request filled within user specified time: Material supplied to.

the patron in.response to a borrowing request and withfin the time

in which the material As still needed for the patron.

/

INTERLIBRARY LOAN LENDING ACTIVITY: The activity associated with lending

materials from the library's resources to-other libraries or furnishing

photocopies-of materials requested by othqr-libraries. Such activity

should be in response to a specific borro/ing request from another

library as distinguished from bulk loans.

1. Lending request: A request received from another library for mate-

rials believed to be owned bythe reporting library.

2i
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INTERLIBRARY 'CAN LENDING ACTIVITY (continued)

2. filled recast: The material requested'is loaned to the req etting,
"'library, or a photocopy of materials requested is supplied to the

requesting library.

e In original format: Those items that are loaned to another library
froth the reporting library's collection in the same form in which
it residesdn the collection (e.g., book, film, record, etc.) and
are intended for return to the reporting library.

. s In re ro ced format: A facsimile,reproduction of an item (e.g.,
.a plot° c py prodi ed in orderto fill a lending'request. Typi-

callY, reproduction costs are paid by the requesting library and
the material is not intended for return to the reporting library.
Included in this catenory are photocopies of articles from jour-
nals, a cassette copy of a record, microform reproduction,, and
so forth.

INTERL:BRARY. LOAN SERVICES: See Interinstitutional egphange and delivery
services under PROGRAMMATIC ACTIVITIES'.

o

INTERNATIONAL STANDARD BOOK NUMBER (ISBN),: The international code that
identifies concisely, uniquely, and unambiguously, a book, based on the
American-National-Standard and approved' **the International Organiza-
tion for Standardization as-ISO 2108, International Standard. Book

'Numbering.

INTERNATIONAL STANDARD SERIAL NUMBER "(ISSN): The international numerical
code that identifies conciselyi uniquely, and unambiguously, a serial.
publication, based on the American National Standard, Identification
for Serial Publications, Z39.9, 1971, and approved by the International
Organization for Standardization as ISO 3297, International Standard
Serial Numtfering. .(4)-

IWTRALIBRARY LOAN: A loan made from onelibrary ,(or one branch) to another
within the same:: library system. (5)

INVESTMENTS: See Assets under FINANCIAL RESOURCES.

ISSUE: A single uniquely numbered or dated part (installment) of a'pCri-

odical. (4)

-2 I-
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JOINT- ACQUISITIONS: See MATERIALS ACQUISITION COUNTS,

JOINT LIBRARY: SOe ACADEMIC REPORTING-UNIT STRUCTURE andlor SPECIAL

LIBRARY REPORTING-UNIT STRUCTURE.

JUNIOR HIGH,SCHOOL: See Secondary. school under school.
.

JUNIOR-SENIOR 4GH SCHOOL: See Secondary school under SCHOOL.

I. =
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KIT! See MATERIALS FORMAT.-
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LABOR COST: See Activily measures under,PROGRAM MEASURES.

LABORATORY FACILITY: See ROOM USE CATEGORIES.

LAG TIME: See Activity measures under PROGRAM MEASURES..

LAGUAGE PROFICIENCY:'The:ability Of the'individual to read, write, speak,

andtinderstand lan6udges. (

1.

,

2. Primary language: The linguage that a' person uses andcomprehends.

most easily. J

Proficiency with English: .An indication of a person's

understand the English'1,Anguage. This inclmdes'Oe ab

read, write, and -speak

bility to
lity to

3. Other language (s) in which proficient:

excluding' the primary language,
moderate degree of proficiency,

writing. Sign laRguage may be i

should be specified.

LEAFLET: See Pamphlet under MATERIALS,
,

cient: Any language(s)\or dialect(s),
in which the person has it least a
i.e., in speaking, reading, and/or
ncluded-here. Any such language

FORMAT.
\.

LEARNING RES4RCE CENTER: An institptional facilfty which proyides teaching

or instruction'Materials and related equipment to the use individually

* and in classes, including cotputer-assisteOnstruction,_audiovisual ,'

teaching and training packages, and educational materials intended for

self, .instruction. Seetalso SCHOOL LIBRARY /MEDIA. CENTER.

1cademic libraries and school\library/media centers shgpld identify the

type of relatiOnship maintained with t& reaming- resource ,.center of

the parent organization:

1-." Not aislicabie. there is 'no learnin resource center

2. Part of) the library/media center

3. Administrativel e ual to the librar media center and under a

cclmon admMstrator

42 kLibrary/m la center is part of the learning resource center

5. No formal relationship between the-learning resource centei. and

the library/media center"

J r

LEASED COLLECT/ON: 'Library materials that are rented from* vendor or

-commercial ;firm fora limited period of time.,:jhe libra may have

purchase option allowing it to'buy all or 'Sart of the collection at a

fraction of the purchase price. The collection may be:stable for a

contracte&time period or ,it may be rotated at given intervals. See.

also RENTAL COLLECTION.,
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lEGAL'ONTROL: the constituency tQ9Mhich the parent organization or sponsor
of the library has 'primary legal responsibility. Control can be cate-

gorized into the following subgroups:

1. Public:, Control of policy and funding originating directly orjr17
cirrectly from'a constitutionally defined form of government. ''The
following subscategories are generally used:

to Federal control

State or territorial control

co School district control

E2gfp111_,..control

o County or-borough control

a Municipality (including township and city) 'control
#

al Other public control

4 '2: Private: Control, of_policy and funding originating primarily from
-576F6Tivernmental entity. The following subcategories are generally

used

i'Private for-profit

e Independept, nonprofit

oacPrivate, affiliated With a religious group

Other pri*Cantroi

3. Otherl Con&el of policy 'sod funding originating from a combination'
of governmental and nongovernmental entities.

LEVEL:

I

See ACADEMIC.COURSE LEVELand/or.ACADEMIC STUDENT LEVEL.

'LIABILITIES: See FINANCIAL RESdURCES.

'LIBRARIAN: See Specialist/library professional .under PERSONNEL RESOURCE

CATEGORIES. -)

LIBRARY: Irrespective of its title, a library. iS defined as Any unit

meeting all of the following qualifications:

Maintains and'controls_an :or§anized collection of printed materials,
'other graphic materials,' and /or-nonpeint media

/-

2. Provides a regula staff-416 level in which the primary function of
this,staff is to provide materials,'facilitate the use of the
*dollection, and deliver informationservices to meet the informa-

. -tional',- educational or recreational- needs of its clientele.
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LIBRARY (contihued).
.,

.3. Maintains an established recurrent schedule in which'services of --,.

the staff are available to the unit's clientele:

LIBRARY ASSISTANT:fSee Library technrCian under PERSONNEL .RESOURCE

CATEGORIES. - -.
.-

.

LIBRARY BOARD: See PUBLIC LIBRARY 'REPORTING-UNIT STRUCTURE.

LIBRARY GENERAL INFORMATION SURVEY (LIBGIS) CODE: Number assigned to the

library by the National Center for Education Statistics (NCES) for the

purpose of completing the Library General Information Survey.

LIBRARY HEADQUARTERS: The location of the administrative offices of the

library- These,offices may or may not be located at a library.

LIBRARY IDENTIFIERS: The name, address, and code identifying the parent

organization (of which the reporting library is-a part) as unique, and

the ,Standard Library Identification Number of the reporting library.

Such 'identifiers may also include congressional district, state senate

district, and standard metropolitan statistical area. Specifically,

these identifiers include:

1. Corporate name of parent organization or sponsor: The official

name of the organization, partnership, or agency of which the

library is a part should be used. Do not use the name of the

library itself: If two or more independent organizations are

served by the library, the official name for each should be listed.

2. Organization code: The .code designation for the organization,

partnership, or agency of which the library is a part, and which

is identified by organization name. Such codes vary from setting

to setting, and may vary with_surveys. However, such codes include

the Federal Interagehcy Committee on Education (FICE) code for

academic,institutions, the Elementary School General-Information

Survey (ELSGIS) Code for schools, and so forth. If two or more

indepehdent organizations are served by the library, code desig-

nations for each organizatiOn should be reported.

3. The American National Standards Institute Standard Library Identi-

fication Number (SLIN): A coding plan for systems identification

of,library organizations throughout the U.S.

4, Location: The location, of the library headquarters or central

offices should be considered the place of address for a library

system. The following:types of information are useful in reporting

location:

Addre.;s: The mailing address, city, state, and zip code of the

central offices of the library.

o U.S. - congressional district: If a library system has service out-

lets or service points in more than one congressional district,

each district should be cited.

220



LIBRARY IDENTIFIERS (continued)

4. Location'(continued)

State legislative district: If a library system has service out -..
*lets or service points in more than one legislative district,
each district should be cited.

o Standard Metropolitan Statistical Area (SMSA): A designator em-
ployed by the U.S. Bureau ofthe Census for a city (or cities)
of specified population which constitutes the central city and
the county (or counties) in which it is located.

County: If a library system has service outlets or service points
in more than one,county, the name of each county should be cited.

LIBRARY OF CONGRESS CARD OR'CARD COPY: See Derived cataloging under CATA-
LOGING ACTIVITY.

LIBRARY OF CONGRESS CLASSIFICATION: See CLASSIFICATION SYSTEM.

LIBRARY TECHNICIAN,s.See Technical employee under PERSONNEL RESOURCE. CATE-

GORIES.

LISTENING CENTER: See Audio'device under EQUIPMENT TYPES.

LITERATURE SEARCH TRANSACTION: See Reference transaction under INFORMATION
CONTACT.

LOCATION, (OF LIBOARY): See LIBRARY IDENTIFIERS.

LOWER DIVISION:.See ACADEMIC COURSE LEVEL.

2 21
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MACHINE- ASSISTED REFERENCE SERVICES: See.Information services under.

PROGRAMMATIC ACTIVITIES.

MACHINE-READABLE DATA BASE: See DATA BASE.

MACHINE-READABLE DATA BASE LITERATURE SEARCH: See Reference transaction

under INFORMATION CONTACT.

MAGNETIC STORAGE: See Computer material under MATERIALS FORMAT.

MAGNIFICATION DEVICE: See Projecting or magnifying device under EQUIPMENT

TYPES.

MAGNIFIED MATERIALS: See Projected or magnified material under MATERIALS

FORMAT.

MAIN CAMPUS: See Parent institution /main campus under ACADEMIC REPORTING-

UNIT STRUCTURE.

MAIN LIBRARY: See Central library under S RVICE OUTLET.

MANDATORY TRANSFER-OUT: See EXPENDITURE CATEGORIES-AND TRANSFERS.

MANPOWER RESOURCE CATEGORIES: See PERSONNEL RESOURCE CATEGORIES.

MANUSCRIPT: See MATERIALS FORMAT.

MAP: See Pictorial representation under MATERIALS FORMAT.

MASTER'S DEGREE: See HIGHEST DEGREE OFFERED/OBTAINED.
tr.7

MATERIALS ACQUISITION COUNTS: The reporting and recording of data about

materials acquired by the library for internal and exchange purPoses.

See also COLLECTION COUNTS. For purposes of counting newly acquired

materials obtained by the library, it is useful to examine the following.

types of material's formats sepai'ately:

1. Periodical subscriptions (excluding microform)

2. Other serials subscriptions (excluding microform)

3. Books tin print)

4. Other print materials

5. Microform

6. Nonprint materials

For the above categories, publishing source should be examined:



MATERIALS ACQUISITION COUNTS (continued)

1. Government publication: Any publication in book, serial, or other
materials format bearing a government imprint, e.g., the publica-
tions of Federal, state, local, and foreign governments and of
intergovernmental organizations such as United Nations, European
Common Market, and so forth. (18)* For reporting purposes, include
governmentdocuments as a-separate count for acquisitions. This

count need not.b.kmaintained as a separate count of holdings unless
the library is governed by depository regulations indicating other-
wise.

2. Domestic nongovernmental publication:' Any book, serial, or other
materials format published (or produced, as in the case of nonprint .

materials) in the United States other than by a government agency.

3. Foreign nongovernmental publication: Any,book, serial, or other
materials format published (or produced, as in the case of nonprint
materials) outside the United States by other than a governmental

or intergovernmental agency.

Depending upon the level of detail desired at the local level, it may
be useful.to further refine thie'categories. For example, among school
library/media centers, nonprint materialsshoud be examined in greater
detail. Among government publications, the distinction between local,
state, national, foreign, and international issuing agency may be of
assistance.

Counts of materials in each,of the above stated categories should include:

1. Physical units/volumes acquiredcquired

2. Titles,acquired

Number of subscriptions maintained (including duplicate titles)

4. Number of unique subscriptions maintained (excluding duplicate
titles)

At a minimum it is useful to examine collection materials acquisition
expenditures in the following for each of the above stated categories
of materials:

1. Dollars expended

2. Physical units and/or subscriptions received gratis or through
exchange

. Physical units and/or subscriptions acquired jointly with another
ibrary or agency

4. Dollars expended on joint acquisitions

MATERIALS ACQUISITION SERVICES: See Technical services under PROGRAMMATIC

ACTIVITIES.
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MATERIALS CONVERSION: See COLLECTION RESOURCES MAINTENANCE ACTIVITY:

MATERIALS FORMAT: The media in which the items of the library's collec-

tioh are contained. Typically, the materials,format determines the

type of housing necessary for the material,, and may dictate the type

of equipment necessary to access the material. Categories of materials

format are:

1. Print (or printed) material: Material utilizing the print medium

(for example, newspapers, books, magazines). This category gen-

erally;includes textual or book-like materials rather than all

materials which are actually produced by a printing process. :(17)

For reporting purposes, print kits should-be excluded and reported

'under kits.

Is Book: A nonperiodical printed publication bound in hard or soft

covers, or in loose-leaf format, of at least 49 pales, exclusive

of the cover pages; or a juvenile'publication of less than 49

pages bound in hard or soft covers. (6)* For reperting purposes,

exclude atlases from this category and report undel pictorial

representation. Exclude telephone directories, air scheddles,

and similar materials of short-lived relevance.

o.Serial: A publication issued in successive parts, usually at
.

regu-

TaTiFtervals, and as a rule, intended to be continued indefiniteTy.

Serials include periodicals,neWspapers, annuals (reports, year- .

books, etc.); memoirs, proceedings, and transactions of societies.

They may include mohographic and publishers' series. (5, 7)

For reporting purposes, exclude serials reported under book, above.

Categories of serial are:

Periodical: A serial publication generally printed on paper

other than newsprint, intended, to appear indefinitely at

regular or stated intervals, generally more frequently than

annually. Individual issues are numbered Consecutively or

dated and normally contain separate articles, stories, or

other writings. They contain subject matter of either general

interest (fiction or nonfiction), or else are primarily devoted

to articles, studies, reports, and factual information on spe-

cialized subjects, i.e., legislation, finance, trade, labor,

farm, machine,,pure and applied science, fashion, spOrts,

hobbies, etc. Newspapers disseminating general news andhe
proceedings, papers, and other pubTiCations of corporate bodies

primarily related to their meetings are not included ifi_this

category. _(5, 8, 9, 24)* Divisions of this category are:

- Bound periodical: IssUes of a periodical usually constituting

the whole or a consecutve part of a definite publishing period,

affixed together with an edhesive with or without stitching,

and usually encased in a, protective cover with identifying

marking added to the spine, and sometimes also to the front

of the cover. (4)

- Unbound periodical: Individual issues of a volume of a peri-

odical not attached by binding. (4)
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MATERIALS FORMAT (continued)

1 Print.(or printed) materials(coniinued)

Serial (continued)

Newspaper: A serial publication usually printed on newsprint
WTTEcut a cover and with a masthead, issued at stated and
frequent intervals (usually daily or weekly) which reports,
events and discusses topics of current interest, and is usually
a "primarylource" of information to its readers. (5, 8)

Serial service: A serial publication which is revised, accumu-
lated, or indexed by means of new or replacement pages. (12)

Include loose-leaf services.

- Other serial: Any serial publication not defined or identified
above.

Other print material: Any material utilizing the print medium not
TUFFElfied or defined above. Where appropriate, this category
may be refined to reflect the-following categories:

R4

- Pamphlet (not in vertical file): An independent publication
consisting of a few leaves of printed_material fastened to-
gether, but not bound. Usually enclosed in paper covers.

Includes leaflet. (5)

- Vertical file material: Those items such as pamphlets and
clippings which-are filed vertically in drawers for ready
reference. (5)*

- Other print material: Any material in print not listed and

defined above. Include here rairand air schedules and other
nonserial print materials of short -term, relevance.

2. Microform: Any materials, film or paper, printed or photographic,
containing microimages which are units of information, such as.a
page of text or drawing, too small-to be read without magnification.

Includes computer output microform. (17* Microform should also
be described in terms of. periodicals and other materials formats
described above.

Aperture card: A data card with a rectangular hole or holes
specifically prepared for mounting and insertion therein of
microfilm. (17)*

Microfiche: A sheet of microfilm containing microimages in a grid
pattern. This category includes ultramicrofiche or ultrafiche.

(17)*

e Microfilm: _A fine-grain, high-resolution film containing an image

greatly reduced in size from the original (17), and usually stored

on a reel.
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MATERIALS FORMAT (continued)

2. Microfo.rm (continued)

Other microform material: Any microform material not listed and

defined above. (17)

3. Audiorecording: Material on which sounds (only) are stored.and can

be reproduced (played back) mechanically and/or electronically.

(17) Included are:

AudioCard: A 'thin card with a strip of 1/4 inch audiotape across
the bottom of its width (usually 12 inches or-less). The sounds

recorded on tape are usually 10 seconds or less in length. Space

is provided above the audiotape for pictures or words. (17)

Audiodisc: A disc, usually of in which is impressed a con-,

tinuous fine spiral groove. As the audiodisc revolves, it causes

a stylus to ,vibrate and produce el.ictricar signals which are

'converted to sound. (Also called phonograph record, phonodisc,

sound recording, phonorecord, and variants of these terms:) (17)

Audicpage: A specially-prepared page or sheet backed with Magnetic

oxide (similar td'thAt on audiotape) containing an audiorecording.

An audiopage requires special playback equipment and'is not the

same as an audiocard. (17)
,

Audiotape: A strip of magnetic tape On one side of which electei-

cal_signals-are-recorded which can be converted to reproduce

sound. While audiotape ranges in,size from 150 mils to 1 inch,

the most common site in instructional applications is 150 mils

(in cassettes) and 1/4 inch (reels). This category includes

audiotape reels, cassettes, and cartridges. (17)

Other audiorecording: Any audiorecording not listed and defined_

above, including dittation/transcription belts-, which make up

the library's collection.

4. Computer material: Material intended for use with the computer,

either as input or output, which has7.'data recorded on it in some

form. Does not include 'computer output microfilm. (17) For

reporting purposes, exclude computer, material which is solely

intended as part of the support systems of the library (e.g..,

catalog card production). Include only material for use by the

library's user group.

Computer printout: The printed output of a Computer usually on

a continuous -sheet of paper. Specifically designed forms for

printing information with a computer printer are also recorded

here. (17)

Magnetic storage.: _Data stored on magnetic tape, disc, cassette,

or other magnetic data storage medium. Each physical piece should

be counted as one.
.

4-11., (3
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MATERIALS FORMAT (continued)

4. Computer material (continued)

p Other computer material: Any recorded computer material not
listed and defined above, including card decks.

5. Electronic display material: Material on which signals are recorded
for use through electronic display on a cathode ray tube,. usually
television. The recorded signal is\for reproduction of pictures
usually accompanied by sound. Does not include recorded materials
for computer output on ,a cathode ray tUbe. (17)

o Videodisc: A disc on which are recorded video and/or audio signals
for television use. A videodisc requires a video-player compatible

1

with the videodisc. (17)

o Videotape: A magnetic tape on which video and audio signals are
recorded for television use. The tape varies from 1/2 to .2
inches in ,sc:dth and from 0.5 to 1.5 mils in thickness. The most
common size., for instructional use are 1/2, 3/4, and 1 inch wide.
Videotape may be, on an open reel or in a cartridge or cassette,

o Other electronic display material: Any recorded material for elec-
tronic display not listedand defined above. (17)

6. Projected or magnified material: Recorded visual material which is
intended to be enlarged, magnified, or projected for use. Some of
the materials are accompanied by sound,. (17)-

o Filmstrip or filmstrip set: A length of film that presents a.
sequence of related still piCtures-for projection one at a time.
Most filmstrips are on 35 pm-film but some are 16 mm or smaller.
A filmstrip is single-frame if the horizontal-axis of the pictures.
-is perpendicular to the sprocket holes; it is double-frame if the
horizontal axis of theopictures is parallel to the sprocket holes.
It may or may nothave provision for sound accompaniment (e.g.,
accompanied by a cassette or record). Includes 'sound filmstrips

(also called strip-films) and filmstrip set. (17)*

o Hologram: .A- material which presents the illusion of three dimen-
sions, complete with parralax. A hologram is created by a
photographic technique utilizing a laser. (17)

o Motion picture film: A flexible, usually transparent material
with or without a magnetic or-optical sound track, bearing a
sequence of images which create the illusion of movement when
projected in rapid succession (usually 18 or 24 frames per. sec-

ond). Common film sizes in use are 16 mm; 8 mm, and single/super
8 mm. (17)* Include here film loops.

o Overhead transparency:_An image on a transparent sheet of material
intended for use with an overhead projector or light box. (17)

Zr
r
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MATERIALS FORMAT (continued)

6. Projected or magnified material

Slide: A. transparent image on film or glass (usually photographiC)

Intended for use with a slide projector or microscope. May be

accompanied by audiotape or cassette, (17)*

Stereograph: A pair of opaque or transparent images (usually

photographic) intended.to prodice a three-dimensional effect

when viewed with stereoscopic equipment. (17)

S..

Other projected or magnified material: Any other projected or

magnified material not listed and defined above.

. Pictorial representation: Two-dimensional material with pictorial

information which does not require special equipment or magnifica-

tion for use. (17)* Where applicable, this category may be refined'

to specify:

Atlas: A volume of maps, plates, engravings, tables, etc. with

or without a descriptive letterpress. (1)

Chart: An opaque sheet exhibiting information in graphic. or tab -

5TiFform, or by use of contours, shapes, or figures. Does.not

include navigational charts, which are classified.with maps., (17)

Map: A representation, usually on a, flat surface, of the earth

or the heavens. (17)

Ricture: A representation made on opaque materials by drawing,.

TiTnTilig, photography, or other graphic'art techniques.. (17)

Included this category'are art prints, study prints, and

photographs.

Other pictorial representation: Any pictorial material not included

above.

8. Three-dimensional material: Material which is most easily 'classified

.in terms of its .three- dimensional aspects. (17) Included in this

category are:

Diorama: A three-dimensional representation of a scene.'_ (17)

Exhibit: A collection of objects and materials arranged' in a

setting to convey a unified idea;' S17)

Globe: .A sphere upon which is depicted a map of the earth or the

heayens; showing elements in their proper relationships. (17)

Moc:',-up: A representation of a real device or process whose essen-7

tial elements may be modified and emphasized for specific .training

and analysis. ,(17)
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MATERIALS FORMAT (continued)

8. Three' - dimensional material (continued)

- r

o Model: A three- dimensional representation of .a real thing, pro-

, CER:Rin the. exact size of the original, or on a smaller or
larger scale. Include in this category sculptural reproductions.
(17)*'

Realia: Tangible'objects, real items (as opposed to representations
--5Fii4Uels) .as they are without alteration. Include in this!cate-.

.gory-specimens. (17)* P

toSimulation'material: Material developed specifically to imitate
a real situation and which provides participants with roleplaying-
experiences-,through a set of allowable,action'and a specially
created-framework within which the actions take place. (17)

Other three-dimensional material: Any three-dimensional material
not Tisted and defined above. Include'in this category/games
and toys.

Other materials formats Any unit of material held in thel/library

collecTion which' is not listed and defined above. This ;category

includes:
'-

'.,Braille material: Library material for the visually jHandicapped

using a-system of raised dots representing letters and numerals.

,()

.o Kit: A collection of materials in more than one medium or more
than one category of medium that is subject related and intended
for use as aninstructional unit (e.g., book bags', and SRA kits).
Excludesound filmstrip, slide/audiotape, and filmstrip set,
which defined above, unless'they are accompanied by materials.

in other'formats.

Manuscript: The handwritten or typewritten copy of an author's
,work before it is' printed. (1)*

''Score: The written or printed form of a musical work -.in which
the music for.participating voice. and /or instruments appears,on
one staffor on two or more staves, one above the other. (1)*

o Other

MATERIALSORGANIZATION AND CONTROL SERVICES: See Technical services under
PROGRAMMATIC ACTIVITIES.

MEDIA CENTER: See LEARNING RESOURCE CENTER and/or SCHOOL LIBRARY /MEDIA.

CENTER. ,

MEDIA DISTRIBUTION SERVICES: See Circulation services under PROGRAMMATIC
ACTIVITIES.

4.;
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MEDIA-PROFESSIONAL: See Specialist /library professional under PERSONNEL

RESOURCE CATEGORIES.

MEDIA, TECHNICIAN: See Tecnnical employee undee PERSO9EL RESOURCE CATE-

GORIES.

!MEDIAMOBILE: See SERVICE OUTLET.

MEDIAMOBILE STOP: See.Mediamobile under SERVICE OUTLET.

'MICROFICHE: See Microform under,1 MATERIALS FORMAT.

MICROFILM: See Microform under MATERIALS FORMAT.

MICROFILM CATALOG: See CATALOG.

MICROFORM: See MATERIALS FORMAT.

MICROFORM READER OR READER/PRINTER: See Projecting or magnifying device

under EQUIPMENT'TYPES.

MIDDLE SCHOOL: See SCHOOL.

MINIMUM ADMISSIONS REQUIREMENT: The usual minimum,requirement for admission

to the institution or school_ (of wiaiathe library is a part) as 'a regu-

lar student in the lowest education program-or grade offered by the in-

stitution or school. Disregard admissions to special programs, exceptional

status, or other circumstances that do not conform to the' typically .en-

forced admissions policy. The following categories-apply:

For academic institutions

1. Only the ability to profit from attendance

2.' High school graduation or recognized equivalent

3. High school graduation, plus an indication of superior academic

aptitude (class standing, grades, curriculum, particular school,

test scores, etc.)

4. Two-year college graduation

-5. Four -year college graduation

6. Other minimum admissions requirements

For schools

1. Location of residence

9. Age

3. Grade or year standing

4. Successful completion of entrance examination or other test

"3.
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MINIMUM ADMISSIONS REQUIREMENT) (conti -nued)

For schools (continued)

5. Achievement in school work

6. Spectal ability, aptitude, or interest

7. Special,need

8.. Court, commitment

1

9. .-Current employment
- ,

10. Employability,

11. Other requirement

12. No requirement

MOCK-UP: See Three-dimensional material under MATERIALS FORMAT.

MODEL: See Three-dimensional material under MATERIALS FORMAT.

/ MONGRAPH: A treatise on a particular subject, usually detailed in treat-
ment. It is generally a book or pamphlet, but need not be bibliographhy
independent. (5)*

do'

MOTION PICTURE FILM: See Projected or magnified material under' MATER ALS
FORMAT. .

MOTION PICTURE PROJECTOR: See Projecting or magnifyin device under/

EQUIPMENT TYPES.

MULTI,-CAMPUS SYSTEM: See Campus in a multi-campus system'under ACADEMIC
REPORTING-UNIT STRUCTURE.

MUSIC SCORE: See Score under MATERIALS FORMAT.

P
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NATIONAL UNION.CATALOG: See Derived catelOpinp'under CATALOGING ACTIVITtM

N

NET ASSIGNABLE AREA: See ASSIGNABLE SQUARE FEET (ASF).-

,
NETWORK: See CONSORTIUM, NETWORK, AND/OR COOPERATIVE.ENDEAVOR.

NEW LIBRARY: A ibrary_which is either (1) in the procest of being de-:

veloped and which is not yet open to the public, or (2) a library which

meets and has met since its inception both the following'criteria:

(a) a materials expenditure budget which exceeds its staffing expendi-

ture budget; and (b) a volume of acquisition during the current:Teport-

ing year which exceeds the volume holdings of the.library at-the -end'

of the'last reporting year. (21)*

NEWSPAPER: See Print (or_printed) material under. MATERIALS FORMAT.

NONCIRCULATED VOCUMES'RESHELVED: Library volumes removed from the library

shelf by alibrary user not for the purposes of circulation-. Normally

theie yclumes.are left on .tables or- in other library areas; at 'Which

time library pages may return them to the appropriate-Tocation on the

shelves. Circulated materials which have been returned for discharge'

and reshelving should not be included in-this,category.

NONDEGREE- NONaIPLOMA /NONCERTIFICATE STUDENT: See,ACADEMIC.STUDENT LEVEL. .

NONEXEMPT EMPLOYEE: An-employee whose conditions of'employmentand com-

pensation are subjectto the provisions of the Fair Labor Standardt

Act of T938 as amended. This 'category typically includes technical

employees, clerical/office employees, and service emplOyees.' See'also

EXEMPTEMPLOYEE and/or PERSONNEL RESOURCE CATEGORIES.

NONFICTION:' This category includes material of-which,content.is factual,

or interpretation of fact. Such material includes (but is not-exclusive

to) autobiographies, technical reports, essays, etc. in which-events,

characters, and content are Wholly based on fact. See also FICTION.

NONPRINT COLLECTION: see COLLECTION CATEGORIES.

NONPRINT MATERIAL:' Material which does not meet the definition'of print

Cr print. facsimile; and whiCh is not textual in nature. Some require

special equipment in order to be seen and/or heard' (including motion

pictures, audiorecordings, filmstrips, slides, and overhead trarispdren-

cies). Others do not require the use of special equipment in order to

be seen and/or heard (for example, flat pictures, study prints, maps,

charts, and games}. Nonprint material_on loan to the litsrary Should-

not be included. Audiarecordings, Computermaterials, electronic

display materials, projected or magnified materials, pictorial materials, .

three-dimensional materials, and nonprint kits are all,considered non-

-print materials. 'Exclude from'thi.s Category microform, which should

be categorized asprint facsimile. See also MATERIALS FORMAT-

NUMERIC DATA BASE: See DATA BASE.
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OBJECT 0 EXPENDITURE: See:EXPENDITURECATEGORIES AND TRANSFERS.

. OBLIGATION: Seeliabilities under FINANCIAL RESOURCES.,

OFF-SITE STORAGE COLLECTION: See COLLECTION CATEGORIES.

OFF -SITE STORAGE FACILITY: See Support facility ,finder ROOM USE CATEGORIES.

OFFICE/CLERICAL EMPLOYEE: See PERSONNEL RESOURCE CATEGORIES.

OFFICE FACILITY: See ROOM USE' CATEGORIES.

OFFICIAL DIRECTOR OF THE LEGAL ENTITY OF WHICH THE LIBRARY IS A PART:
-See PUBLIC LIBRARY GOVERNING BODY.

ONLINE COMPUTER CATALOG: See CATALOG.

ONLINE DATA BASE: See .DATA BASE.

ONLINE REFERENCE SEARCH: See DATA BASE and/or Bibliographic data base
literature'search under INFORMATION CONTACT.

OPEN STACK/READING ROOM: See Study facility under. ROOM USE CATEGORIES.

OPERATING EXPENDITURES: See Program expenditures (direct os s under

EXPENDITURE CATEGORIES,AND TRANSFERS..
\\'. .

ORDER CARD: Fine form for recording information used in ordering library
materials. Order cards may be manually or automatically produced,
manually Dr, automatically stored. Also called order request card (ORC).

ORDERING SERVICES: See Materials acquisition services under PROGRAMMATIC
_ACTIVITIES.

ORGANIZATION-CODE: See tIBRARY IDENTIFIERS.

ORGANIZATION CONTROL: See LEGAL CONTROL

ORIGINAL CATALOGING: See CATALOGING ACTIVITY.

"ORIGINAL FORMAT: See Filled request under INTERLIBRARY. LOAN LENDING
ACTIVITY.

OUTCOME MEASURES: See PROGRAM MEASURES.
I

OUTPUT DEVICE: ,See Computer device under EQUIPMENT TYRES.

OVERHEAD TRANSPARENCY: See Projected_or magnified material Under MATERIALS
FORMAT. U

of
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PAGE: See Office/clerical employee under PERSONNEL RESOURCE CATEGORIES.

'PAMPHLET: See Other print material'under MATERIALS FORMAT.

PARAPROFESSIONAL: See Technical employee under PERSONNEL RESOURCE CATE-

GORIES.'

PARENT ORGANIZATION/INSTITUTION: The agency, corporate body; or institu-

tion of which the reporting library is a part.

PART-TIME COUNTS: See ACADEMIC STUDENT COUNTS .and/or EMPLOYEE COUNTS.

PATRON: See USER GROUP.

PERFORMANCE MEASURES: See PROGRAM MEASURES.

PERIODICAL: See Print (or printed) material under MATERIALS FORMAT..

-. PERSON TIME: See Activity measures under PROGRAM MEASURES:

PERSONNEL CONDITIONS OF EMPLOYMENT: Includes information about 'the appoint-

ment, status, and other terms relating to an individual's employment.at

the library. Types of information included are:

1. Personnel resource cate or : The appropriate category in which the

emp oyee is considered given the responsibilities and duties of

his or her position. See also PERSONNEL RESOURCE CATEGORIES. -.

2. Compensation: Includes salary, fringe benefits, and source of

compensation (e.g., Federal funds).

3. Term of appointment: The type of appointment and related informa-

tion regarding the individual's position. This includes tenure

status, length of appointment, and other terms related to the

individual's position.

4. Employe status: The full-time or part-time status of the position

e d by the Individual.

PERSONNEL IDENTIFItRS/TRAITS: Indirldual attributes of library employees.

Specific identifiers/traits include:

1. Individual identification: The name, address, employee identifica-

tion number, title, social security number, and so fo:,h that are

unique to the individual.

2. Age

3._ Sex

4. Race/ethnic identification
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PERSONNEL IDENTIFIERS/TRAITS (continued)

5. Handicap category

6. Educational attainment

7. Professional a ?filiatiofis or appointments:,Membershipi, appointed
positions, and so forth, which are pertinent to the employee and
his or her relationship with the library or library profession'.

PERSONNEL MEASURES: See PROGRAM MEASURES.

PERSONNEL RESOURCE CATEGORIES: Categories of employees representing dif-
ferent kinds of personnel resources available to the library. The
following categories provide for the classification of personnel re-
sources and refer to both paid employees and volunteers. (Volunteers
should be categorized according to the type of activity which they
conduct.) Personnel are primarily categorized by functions And re-
sponsibilities, rather than educational background, experience, or
other qualifications. See also EMPLOYEE, EMPLOYEE COUNTS, CONTRIBUTED
(VOLUNTEER) SERVICES, RESEARCH/INSTRUCTION EMPLOYEE, Classroom Teacher
under SCHOOL LIBRARY/MEDIA CENTER TARGET GROUP, and/or STUDENT ASSISTANT.

1. Executive/administrative/managerial professional: Includes employees
who exercise primary responsibility for management of the library,
or a customarily recognized subdivision and who devote no more
than 20 percent of their work week to Fair Labor Standards Act
(FLSA) nonexempt work (if the library is covered by FLSA). Assign-
ments may require the performance of work directly related to
management policies or general business operations of the library
or the performance of functions in the administration of a depart-
ment. Titles of such employees include head librarian, library
director, assistant director, department head, chief librarian,
and so forth.

2. Specialist/library professional: Includes employees who are given
assignments requiring knowledge of an advanced type in a field of
science or learning or original and creative work in an artistic
field. Typically, no more than 20 percent of the work week is
devoted to FLSA nonexempt work (if the library is covered by FLSA).
This category has a number of features in common with the previous
classification. Persons in these two categories conventionally
are drawn from the same or similar education, training, experience,
and vocational backgrounds. Specialist/library professionals are
distinguished from the preceding category in that their primary
activity is practice. to their particular field rather than admin-
istration.

Within the library, the majority of professional, staff would
typically fall within specialist/library professional categories..
Divisions of specialist/library professional appropriate to the
library are:

9 ,3
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PERSONNEL RES0),IRCE CATEGORIES (continued)

2: Specialist/library professional (continued)

.6 Librarian: An exempt or professional employee who has met the

requirements for employment by_a given state for the classifi-

cation of certified librarian, and who typically is employed in

library science functions, such as cataloging, reference, etc.

Librarians who are also subject specialistS are included in this

category. (5)* Exclude from this category'head librarians,
,library directors, and others who funcytion largely as adminis-

trators rather than librarians.

Media professional: An exempt or professional employee who has

been trained in educational media and their utilization.and is

professionally recognized 'as a media specialist or media,general-

ist, and who typically is employed in media=related library

services, such as curriculum development, instruction, praOuction,

processing media, and organizing and accessing media holdints.

o Subject specialist: An exempt or professional employee who has

academic preparation in a subject field or languages,usually.

beyond a Bachelor's degree, and is employed in collection devel-

opMent, specialized reference services and/or bibliographic

services in his/her field. Librarians who are subject specialiSts

are included under Librarian above.

.Other professional: An exempt or professional employee who, though

not a librarian or media professional, is in a position normally

requiring at least a Bachelor's degree (e.g., curators, archivists,

computer specialists, information and system. specialists). (18)*.
.

3. Technical employee: Includes employees'who exercise specialized

knowledge, and skills of the type normally acquired in postsecondary

education programs that do not lead to a Bachelor's degree, but

that do lead to recognition of completion of a-planned and sequen-

tial program'. While these skills normally 'are acquired in formal

education programs, incumbents may have acquired them through ex-

perience also. This category is restricted to FLSA nonexempt

employees (if the library is covered by FLSA). Also caned para-

professionals. Divisions of technical employees'appropriate to

library employees include:

o Library technician: Skilled nonexempt or parapr2fessional employee

who, by virtue of training or education, performs technical tasks

such as prelliminary bibliographic searching, serials processing,

and limited cataloging. Alsip called library assistant,' ibrary

paraprofessional, and library technical assistant.

Media technician: Skilled nonexempt or paraprofessional employee

who, by virtue of training or education, performs technical tasks

associated with media, such as graphics production and display,

information and materials processing, photographic production,

operation and maintenance of audiovisual equipment, or teleVision

equipment, and installation of systems components. (15)*

1
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PERSONNEL RESOURCE CATEGORIES (continued)

3. Technical employee (continued)

Other technician: Other skilled nonexempt or paraprofessional
employees of the library such as compu
etc.

er operators, bookkeepers, //

4. Office/clerical employee: Includes empl yees who perform clerical
and secretarial duties. Office/clerical employees in the libra
may be defined as:

Secretarial/clerical employee: Nonexe pt employees normally per-
forming activities concerned with pre aring, transferring', trans-
cribing, systematizing, or filing wri ten communication! (16)*

_ Such employees may also assist in teC nical activities/.

to Page/student assistant/shelver: No xempt employee/normally
conducting either clerical or sup ort tasks such as reshelvin
card production, etc., and who pically receives a wage.

5. Service employee: Includes emplo ees assigned to activities requiring
only a limited amount of previo6sly acquired skills and knowledge.
It includes such employees as (custodians, groundskeepers, security
guards, food service employees, drivers, messengers, and so forth.
Only employees paid directly from the library's payroll should be
considered.

PHONODISC: See Audiodisc under MATERIALS FORMAT.

PHONOGRAPH RECORD: See Audiodisc under MATERIALS FORMAT.

PHOTOGRAPHIC DEVICE: See EQUIPMENT TYPES.

PHYSICAL PLANT: See Assets under FINANCIAL RESOURCES and/or Plant and
logistical services under PROGRAMMATIC ACTIVITIES.

PHYSICAL PROCESSING: Activities related to the preparation of an item for
the shelf including jacketing, affixing labels, pockets, and necessary
stamps. This process may also include accessioning.

PHYSICAL PROCESSING SERVICES: See Collection maintenance services under
PROGRAMMATIC ACTIVITIES.

PHYSICAL UNIT: See COLLECTION COUNTS.

PICTORIAL REPRESENTATION: ,See MATERIALS FORMAT.

PICTURE: See Pictorial representation under MATERIALS FORMAT.

PLANT ASSETS:. See Assets under FINANCIAL RESOURCES.

PLANT MAINTENANCE: See Logistical and physical plant operations under

PROGRAMMATIC ACTIVITIES.

4"4
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PLEDGES RECEIVABLE: See Assets under FINANCIAL-RESOURCES.

PRECATALOGED MATERIAL: See Derived cataloging under, CATALOGING ACTIVITY.

PREDOMINANT CALENDAR SYSTEM: The method by which the institution, or school

struct4res most of its courses or programs for the calendar year. See

!
also ACADEMIC YEAR and/or SCHOOL YEARt. The-following systems are typical

of both academic and school institutions:

1. Single terry: A regular school term containing no major sube,... is

of time.

2. Quarter: The quarter calendar consists of three quarters wYch about

twelve weeks for each quarter of instruction. There may be an ulli-

tional quarter in the summer.

3. Semester: The semester calendar consists of two semesters during the

typical academic or school year with about sixteen weeks for each

semester of instruction. There may be an'additional summer session.

4. Trimester: The trimester calendar is composed of three terms with

about fifteen weeks.for each term of instruction.

5. 4-1-4 plan: The 4-1-4 calendar is composed of four courses taken for

four months, one course taken for one month, and four courses taken

for four months. There may be an additional summer session.

6. Other .division: A calendar divided into other than the above-noted

periods.

PREPARATION.: See Physical processing services under PROGRAMATIC ACTIVI-

TIES.' /

PRESERVATION: See COLLECTION RESOURCES MAINTENANCE ACTIVITY.
---

PRIMARY SERVICE AREA: See PUBLIC :LIBRARY PRIMARY SERVICE AREA.

PRINT AND PRINT.ACSIMILE:vMaterials which originate from print or printed

materials and which ape-considered textual in nature. Included in this

category are booksyperiodicals, newspapers.
Also included are printed

materials which ha4e been reproduced on microform. Other mediums such

as audiovisual ma/teilals, nonprint kits, maps, and three-dimensional

materials are 'eluded. See also MATERIALS FORMAT and/or NONPRINT

MATERIALS.

PRINT (OR PRINTED) MATERIALS: See MATERIALS FORMAT.

PRINTER/COPIER/DUPLICATOR: See Graphic or reproduction device under

EQUIPMENT TYPES.

PRINTOUT: See Computer printout'under MATERIALS FORMAT.

PRIVATE GIFTS, GRANTS, AND CONTRACTS: See. CONTRIBUTED MATERIALS and/or

CURRENT-FUND REVENUE CATEGORIES.

238
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PROCESSING: See PHYSICAL PROCESSING.

,PRODUCTIVITY: See Performance measures under-PROGRAM MEASURES.

PROFESSIONAL DEGREE: See First professional degree under HIGHEST DEGREE

OFFERED/OBTAINED.

PROFESSIONAL DIVISION: See Graduate/professional division under ACADEMIC
COURSE LEVEL.

PROFESSIONAL STAFF: See PERSONNEL RESOURCE CATEGORIES.

PROGRAM MEASURES: The data and data combinations which describe and evalu-
ate the programmatic activities of the library. Categories of program

measures include: .

1. Financial measures: The income sources, levels of income, and expen-
ditures associated with a program. See also CURRENT -FUND REVENUE
CATEGORIES and /or Program expenditures (direct costs -under EXPEN-
DITURE CATEGORIES AND TRANSFERS.

L1

A

2. Personnel measures:-The types, levels,'numbers, and service months
of personnel associated with a program. See also EMPLOYEE COUNTS

and/or PERSONNEL RESOURCE CATEGORIES.

3. Facility measures: The type and area of space associated with a
program, along with the equipment-and types of facilities devoted.
to, or accessed by, a program. See also EQUIPMENT TYPE'S and/or

ROOM USE CATEGORIES.'

4. Activity measures: Descriptors and quantitative assessment of the
types of tasks, functions, or transactions conducted with any of
the prOgrammatic activities. Specifically the type and quanttt
of services, products, or output generated by a program;-Measures
of activity vary with the types of activity under examination.
Generally, the following types of measurel-are apprppriate:

a Number of transactions: -The sum of simi r discrete activities

or transactions conducted within the pr 3M, e.g., number of

circulation transactions.

e Transaction duration: The time in which one or more employees are

involved in-the processing of a transaction. This is distinguished
from person time where the time of each employee would be consid-
ered, and distinguished from lag time where both transaction dura-
tion and waiting time would be cconsidered. Typically, transaction

duration is most appropriate for short-term transactions, e.g.,
directional transactions.

e Lag time: Lag time of a transaction is considered to be the elapsed

time in minutes, hours, or days) from the inception of the trans-
action to the completion of the transaction. An example would
be the time an item is in cataloging, from receipt to completion
of final cataloging. Include time,in.which no effort it expended
on the transaction, but in which the transactign is still uncom-

pleted (e.g., waiting time).

2 :3 t
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PROGRAM MEASURES (continued)

4. Activity measures (continued)

to Activity rate: The number of transactions processed during a

specific time frame, e.g., circulation transactions 'per hour.

This measure is based on actual or observed, rather than capa-
.

city, rate.

Peron time: The employee time devoted to the transaction or

activity. Only that time in which the employee is actually

working on the transaction or activity should be considered.

If two or more employees are involved simultaneously on the

same transaction or activity; the time of each should be con-

sidered.

Labor cos'_: The compensation (salary and fringe benefits) expended

on processing, the transaction, or conducting the activity based

upon the person, time and the individual employees of the library

involved in processing the transaction or conducting the activity.

5. User measures -The type-and level of use made of the program, and

the type of user who benefits from the activity of a program.

6. Performance"measures: The degree to which a program meets its

measurable object. Criteria of importance in the consideration

of- performance are:

Policy effectiveness: The degree to which policies maintained or

enforced by the library meet the objectives of those policies,

and contribute to the overall performance of the library.

Resource effectiveness: The degree to which the library is able

to obtain' necessary resources in order to conduct and improve. .

the operations of the library and meet the objectives of the

1:orogram.

Work environment/staff morale: The dogree to which the working

environment and factors contributing to staff morale and general

well-being are sufficient to produce an atmosphere i-n which staff

-productivity and programs are benefited.

Staff competence: The degree to which the education, experience,

work habits, and attitudes of employees contribute to the overall

goals of the library and individual objectives of the ptogram;

and the degree to which these personnel resources are well dis-

tributed across the programs of the library.

Operations effectiveness: The degree to .which the operations of

the lfbrary and the activities of the program contribute to the

.goals and objectives of the library and to the satisfaction of

the library user.

to Productivity: The levels of activity produced for the resources

invested or expended in the program,

.24O
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PROGRAM MEASURES continued)

6. Performance measures (continued)

o Timeliness: The relative length of time, lag time, or transaction
duration of activities, and the-degree to which these contribute
to overall attainment of the objectives of the program and to the
satisfaction of the library user.

o Accuracy: The relative accuracy of activities, records, and trans-
actions, as this accuracy contributes to the objectives of the
program and to the satisfaction of the library user.

7. Outcome measures: The impact(s) or result(s) of a program or the
activities of a program upon the User, the environment, or the
resources of the library.

PROGRAMMATIC ACTIVITIES: A set of activities undertaken for a particular
purpose(s) requiring a set of resources to accomplish a desired outcome(s).
Major categories of programmatic activities are: e

l. Cultural, educational? and information services: Those activities
related to the provision.of information either formally through
instruction or upon request by the library's clientele. Included

in this category are reference services, directional services,
research and analysis, community referral, outreach programs, and
other activities related to the provision, enhancement, or inter-
pretation of information.

A further refinement of cultural, educational, and information ser-
vices that may be appropriate for some libraries includes the
following:

o Information services: Those activities related to the provision

of services and aids for the identification and location of docu-
ments and information requested by the library's clientele: In-

cluded in this category are onl1ine reference services?Iselective
dissemination of information, processing reference and information
queries, maintenance of reference collections, production 'of
bibliographies for specific subjects, information packaging
full-text retrieva, directional and community referral services,
research and analysis, client-in-situation, advocacy activity,
and J.- AO - EFSTriarbe-itrrthErr.-7---7-7
subdivided into the following categories:

- Machine-assisted reference services: Those activities related"
to computer -based information services and the associated
activities including computerized search services-

- Readers and research advisory. services: Those activities related

to the provision of assistance, consultation, recommendation,
and-direction to users in reading or research, andjn the in-
structicn of the library to assist the user in upgrading library
skills.

4.1.
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PROGRAMMATIC ACTIVITIES (continued)

1. Cultural\, educational, and information services (continued)

Informat on services (continued)

- Referral\services: Those services related to the provision of

information about the community, community activities, and com-

munity services or agencies. Such services typically entail

the determination of user needs and appropriate agency infor-

mation. Also included in this category are activities related

to advocacy and counseling.

- Research and analysis services: The services devoted to the

provision and interpretation of information, consolidation and

analysis of data or information from a variety of sources, and

independent research. Such activities require extensive inter -

pretation; synthesis, and analysis of information from-both

primary and secondary sources.

- Selective dissemination of information services: Activities

related to the gathering and distribution of information°about

a specific topic and to -a particular audience.. Typically,

such activities are conducted on a regular basis, and are

'directed toward the specific interests or, specifications of

the library's user groups.

- Other information services: Activities or information services

not defined above.

Cultural, recreational, and educational services: Those activities

carried out for the express purpose of eliciting some measure of

"educational change" in a learner or group of learners. Included

in this category are the credit and noncredit courses or programs

offered by the library, such as "rfght-to-read" programs, community

awareness programs, film series, children's story hours, and lec-

tures which.may or may not be related to-the facilitation of library

use. Library tours and instruction in the use of the library or

;library materials are included in this category. Involvement by

library employees in the teaching process of Abe parent organiza-

tion should also be included here. Media production which supports

the cultural, 'r..ecreational, or instructional activities of the

library are also,included.

Cultural, recreational, and educational services may be further

subdivided to reflect : .

- General education programs: Those activities carried out for

the express purpose of eliciting some measure cf "educational

change" in a group of learners, except those activities which

are informal in nature. Included in this program are'the credit

and noncredit courses or programs offered by the library in a

structurid learning environment, such as "right-,to-read" pro-

gramsresearch methodology,and tpecial topical courses. Only

24
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PROGRAMMATIC ACTIVITIES (continued)

1. Cultural,;edutational, and information services '(continued)

to Cultural recreational. and educational services (continued).

-.General education programs (continued)

those.formal instructional activities conduct -d by the library,
or members of the library staff,'should be inc uded in this
category. Other programs, though intended to p oduce an
"eddcational change" in-their ladience, which ar 'informal,
unstructured, or not presented as an instructi.ona program
(e,g., library tours, storybook hours) should be ca egoria.d
as special services below.

- Cultural events/programs! Those activities intended to provide
in llectual and cultural experiences for the public or the
library's user group outside of general education programs and
sup se received as part of a formal instructional
proc ss. Examples of such events include visiting artist/ oncert'
seri s, lecture series, music activities, art exhibitions,'con-
certs, films, and exhibits. .

Special services: Those activities intended to provide cultural,
educational, or recreational experiences for the library's user
group .in noninstructional environments. Such activities includel
library tours, storybook hours, and other special service pro- .

grams.

- Other cultural, recreational, and educational services: Those
cultural, recreationaL'and educational activities not identi-
fied above. _

2. Resource distribution services: Those activities related to the
provision of library materials to the library's clientele and to
other libraries; Those activities included in this category are
assistance (or facilitatibn) in circulation services, reserve ser-
vices, nonprint or media distribution, interand intra-library
loan services, messenger services, and equipMent rental and loan'
services. Also -included in this category are computer services in
support of circulation and interlibrary loan. Activities.related
to the contro. and distribution of library services are included.,
Similar serVi es provided within special collections and at' branch
libraries sh uld also be considered a part of resource distribution.

A further breakdown of resource distribution that may be appropriate
for some libraries includes the following:

r-
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. PROGRAMMATIC ACTIVITIES (continued)
/ . .

2. Resource distribution services (continued)

Circulation services: Those activities related to the physical

control and circulation.of library materials, Also included In

this category are lending library resources to direct borrowers

from general, special, or reserve collections; maintaining loan

records; monitoring and collecting overdues; renewing materials,.

reshelving materials; equipment rental and loan for use in read-

ing or viewing library materials; copying services provided to

users; and media distribution services.

,-Circulation services may be additionally refined to reflect the'

following categories of activities:

- Equipment distribution services: Those activities related to

the physical control and circulation of the library's equip-,

ment resources to user groups. Also included are related

activities such as maintaining loan records, collection of

fees (if applicable) and fines related to the distribution

of equipment, and general control functions related to equip-

ment distribution.

- General circulation services: Those activities related to the

physical control and circulation of the library'S general.

collection. Also included are supportive activities of gen-

eral circulation such as'maintaining loan records, monitoring

and collecting overdues, renewing materials, and reshelving

materials from the general library collection.

- Media distribution services: Those activities-related to dial

access for user groups,-computer-aided instruction, closed-

circuit television, the distribution of nonprint materials

from the collection, and maintaining appropriate records and

control of materials in circulation. This categorponly-in-

cludes those activities related to special audiovisual or

media distribution centers maintained by the library, and

should not include those activities considered a part of the

general circulation services. Include related activities such

..as storage, scheduling, delivery, maintenance, and inventory

control.

- Reserve services: Activities related to the physical control

and circulation of materials: from the library reserve col-

lection. Also included are upportive activities such as

developing reserve lists, re ving reserve materials from the

general Collection, maintaining loan records for reserve mate-

rials, renewing reserve materials, and returning materials

from reserve collections to the general collection when neces-

sary.

- Other circulation,services: Those ACtivities related to cir-

culation not defined and specified above. ,

re
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PROGRAMMATIC ACTIVITIES, (continued).

2. Resource distribution services (continued)

- e Interinst tutional exchalgeand delivery services: Those acti-
v ties re ate to t e Jorrowing_or lending of materials to other
libraries. Specifically included.activities are interlibrary
loan and messenger services,record maintenance and accounting
activities associated with interlibrary transactions, bulk loans
to other lihrexies (excluding branches. of the reporting ltbrary),
and pho:xce.7ying and reprogucing materials for purposes of prt,..--

k. Trdsling vA-erfes ko another library in lieu Jf lending origimi:L. ,

Exclude 'Om this category are messenger services employed ori-
mangy for purposes of interbranch transactions, which are in-
cluded in plant and logistical services; and gifts'and exchange
services associated with materials acquisitioA services. ,

.:-----

,

: -

Interinstitutional exchange anted delivery services may be further
.

I

refined to reflect the following:

- Interlibrary loan services: Those activities related to the

physical control, circulation, and maintenance of related
records for interlibrary loan lending and borrowing activities.
Supportive activities such as verification, interlibrary loan
switching, location identification, and so forth should be.also
included in this category.

Interlibrary delivery services: Those activities related to
the delivery of materiaTs from one library to another which
are unrelated.

.Other interinstitutional exchange and delivery services: Any
interinstitutional exchange and loan services not identified
nor defined Above.

3. Collection development services: Those activities related to the
selection of materials for the library, the determination and
coordination of collection development policy, and the screening
and evaluation of available materials and user requirements.. In-

cluded in this category are user needs assessment and collection
use studies, preparation of ",want" lists, and weeding. Also-in-
cluded is planned coordination between materials and Activity of
the parent organization.

4. Technical services: Those activities related-to the provision of
materials acquisition; ofganization, and preparation services.
Included in' this category are acquisition services, cataloging,

Wperiodicals.control, binding services, and computer services in
\ support of these functions.'
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PROGRAMMATIC ACTIVITIES. (continued)
,

4. 'technical services (continued)" ,
,

. ,

A, further refinement of techniCal set-Vicesthat may be appropriate

for some libraries includes the following: -.

. .
.

e Materials acquisition services: Those activities related to,ob-
tainfng materials by purchase, exchange, or gift; together, with

the. maintenance of the necessary records of these! additions.

Also included' are those activities related to the identification..

anerverification of orders and titles. (5)*

Materials acquisition services may be further refined. reflect

the following:

_Ordering.services:, Those activities related to the'purc

or acquisition of items from the ,publisher or el4where r-

suapt to thi-requeSt, and the maintenance of related records.

'Supportive activities-sucli_as, fund accounting,- processing

payments ,,and claiming may alto-be_involved.
A.

- Searching and-verifiCation services: Those-activities related

' to determining publisher and other infOrmation neceSlary-for

purchase of materials;.verificatibn'of such information,
-verification that,materials are not In the collection nor on

order. Such activities".may also provide precataloging'infor-

mation.

Other materials acquisitioniservices: Any activities not iden-

tified and defined above.

Materials organization and control Service: Those activities.

relgted to the 'organization and bibliographic control of library

materials. Includedin.this categdry are cataloging`Services,

serials check-in-, catalog _productionf catalog maintenance, and

filing into catalogs.

Materials organization and control'serkices-may be refined to

reflect the following;

- Cataloging services: Those actiVities.related to the classifi-

cation, description, and preparation of necessary entries. for

the catalog of materials intended for the library collection:

- "Catalog maintenance and production services: the production

of records for the.catalog, the maintenance (e.g., corrections,

replacements, etc.) dof records in the catalog, and interfiling

of recordS into the catalog.

Serials control. services: Those activities related to the pro--

cessing and control of-serlals for the library-collection.,
Associated-activities may include'the claiming of periodicals

and the preparation of periodicals for binding.

""'",

24 c
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PROGRAMMATIC ACTIVITIES (continued)

4. Technical services ( continued)

e'Materials organization and control services (continued)

Other materials organization and control services': Any adti7
vities not identified'and defined above.

e Collection maintenar.,. services: Those activities related to the
-maintenance and preparation of, materials for general library.use
and distribution.- Included in this category are conservation
activities, phyiical processing of- materials, and stack mainte-
'name. Include here media productionif materials are intended
to augment the, collection. Otherwise, media production should
be considered under cultural, recreational, and educational ser-

vices.

Collection-maintenance services may be further refined to reflect
the following categories of activities.: -

'-, Collection resources maintenance services: Those activities
necessary or useful to the preservation-of-the library's
collection:, This category includei-binding,,mending, preser
vation, and conversion. of the materials in-the Collection in---
order to ensure continued usefulness.

/ ----__

- Physical- Pnysical processing services: Those activities related to the ---
preparation of an item for the shelf including jacketing,

. affixing labels, pockets, and necessary stamps'.. Such activity
-'may also include.accessioning.

. 5

- 3tack,maintenance services: Those activities related to the'.
shelving and control of the collection not in general circu-
lation,. Associated activities may include shifting shelves,
reshelving items Into the collection, andoshelf reading.

[ .

- Other collection maintenance activities: Any collection mainte-
nance 'activities not identified or defineh above.-

Administrative services and administrative support-services:'Those--
Activities related to the provision of general administrative ser-
vices for the operation of the library. Those specific services
included.in this functional area, are personnel administration and
'coordination, public relations and development, fiscal management;
planning, program management, publicafionS,oadvertising, personnel
development, and plant and logistical services. Computing support'
for general library activities and administratfve functions should
be included in this categdry. 'Excluded are those computer services
in support of information, resource distribution, or technical ser -.
vices.'
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PROGRAMMATIC ACTIVITIES (continued)

5. A inistrative services and administrative support services (continued)

Refinements appropri to within this category are:

Coordinative and leadership activities: Those activities related

to,the improvement of library resources and to the improvement

-of'the organiiation or entity of which the library is a part.

Includ'i in this category are those activities related to long-

term 'library development, contribution to the institutional goals

of the organization of which the library is a part, and participa-

tion by the library or library employees in long-range development

of resources within the library-community (e.g., network advisory

boards, library planning' groups, faculty councils, etc.).

Coordinative and leadership activities' may further be refined to

include the following:
b

- Planning and program development: Those activities related to

the overall library planning and design functions carried out

in support of the parent organization, or the general perfor-

mance of, the library. Include here cooperative planning with

other libraries or with other units. Also included in this

category is curriculum development.

Liaison activities: Those activities conducted to maintain or

enhance relationships with the parent organization, the com-

munity, governmental entities, the library community in general,

as well as those activities carried Out to support library,fund

raising and development efforts. Include also activities in-

tended to strengthen the library's relationship with other

organizations, agencies, or units. .

- Public relations and development: Those activities designed to

enhance the, library's image to user groups, funders, or the

parent organization. Include those activities designed to

communicate general information about the activities, goals,

and objectives of the library to various audiences: Newsletters',

news releases, public-opinion surveys, and the like should-be

included.

- Other coordinative and leadership activities: Include here

coordinative and leadership activities not identified nor de-

fined above.

Management services: Those activities related to library fiscal

operations, library planning, public relations, and personnel

administration and development. Also included are those activities

which provide library staff opportunities for increasing their

personal and professional growth and development. Included. .

within this category are staff development programs, in-service

education programs, professional publishing, and sabbatical

leaves.
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PROGRAMMATIC ACTIVITIES(continued)

,5. Administrative services and administrative support services (continued)

o Management services (continued)

Management services may be further. refined to reflect:

Financial mana ?ement and operations: This subprogram consists
of.those.activities related to the day-to-day'financial manage-
ment and fiscal operations of the library; This includes .con-
trol.and accounting of the library, disbursement of library funds,
and the fiscal managementiof contracts andgrants held by the
library.

- Health, safety, and security se-vices: Those activities related
to the environmental:well-being and security of the library,
library employees, or library users. Such activities include
police protection-,'collection security, theft controls, general
liability insurance,'-and the enforcement of policies regarding
library use

- Personnel services,: Those activities related to the recruitment
and 'hiring of library personnel, the a-dministration'of employee
programs, and the development of library personnel.. Include
affirmative action'auties, personnel administration, labor
relations and negotiating activities, staff development acti-
vities, recruiting, administration of insurance and retirement
programs, and maintenance of personnel records.

- Other management servires: Ot!'sr management activities not iden-

tified nor defined above.

Logistical and physical plant operations: Those activities related
to the provision of general support activities to the library.
Included ere activities rclating to building maintenance, custodial
services, utilities, landscape and ground 'maintenance, major re-
pairs and.renovation, construction planning, bookmobile mainte-
nance, parking, procurement, shipping, and interbranch messenger
services.

Logistical and physical plant operations may be further refined
to:

- Logistical services: Those activities related to facilities
planning, room scheduling, space allocation, facilities records,
procurement of other than library collection materials, trans-
portation and motor-pool services, maintenance of bookmobiles
and communication services (e.g., mail room services, telephone
and telegraph services, etc.), and copying services other than
those services provided 'o user groups.
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PROGRAMMATIC ACTIVITIES (continued)

5. Administrative services and administrative support services continued)-

* Logistical and physical plant operations (Continued)

- Physical plant operations: Those activities related to main-

taining the existing grounds and facilities, providing utility

services, and, planning and designing future plant expansions

and modification. The actual capital expenditures used for

plant exPenditures and modification should not be classified

in the programmatic classification.

PROGRAMMATIC MEASURES: See PROGRAM MEASURES.

PROJECTED OR MAGNIFIED MATERIAL: See MATERIALS FORMAT.

PROJECTING OR MAGNIFYING DEVICE: See EQUIPMENT TYPES.

PUBLIC CATALOG: A list of any format, arranged in an established order

which records and describes the resources of the library and which is

generally.available to the library's clientele. (5)* Exclude union

catalogs.

PUBLIC LIBRARY: A library that serves all residents of a giVen community,

district, or region, and receives its financial support,. in whole or

part,,from public funds. Public libraries,make their baiic collections

and basic services available to the primary population served, without

additional charges to individual users. Products and services beyond r

the library's basic services may or may not be provided to the public.

on a cost - recovery or fee basis. Individual charges may be assessed

from library users outside the primary target population of the library.

In addition to the tax-supported municipal, county, and regional-public

libraries, this definition includes privately- and Federall.i-controlled

libraries which render, without charge, general library services to the

community.' (5)*

Public libraries may be further categorized by the size of community

in which they reside:

1:
Public library in an urban community: A public library serving a

community with a population of 2,500 or more. For certain purposes,

these communities may be further categorized into:

Urban community with a population of less than 10,000

Urban community with a population of 10,000 to 24,999

e Urban community with a population of 25,000 to 49,999

e Urban community with a population of 50,000 to 99,999

Urban community with a population of 100,000 to 249,999

o Urban community with a population of 250,000 to 499,999

250

g



-245-

PUBLIC LIBRARY (continued).

1. Public library in an urban community (continued)

Urban community with.a population of 500,000 to 999,999

Urban community with w_population of 1,000,000 or more

2. Public library in a rural community: A public library serving.a
population located on dispersed farmlands, or in hamlets or villages
of less than 2,500 persons. A rural community may be further
characterized as:

Rural-farm community

Rural-nonfarm community

PUBLIC LIBRARY PRIMARY SERVICE AREA: The geographic area, and the residents
thereof, for which the library has been established to offer services
and from which (or on behalf of which) the library derives, income.
Typically, this area would correspond-to that from which the library
derives its legal identity. (5)* Square miles of the area of service
'shoUld be inclusive of the area of total population given.

PUBLIC LIBRARY REPORTING-UNIT STRUCTURE: The entity who directly governs
the library and its policies. Typically, the library reports directly
to this entity, which has direct line responsibility for the library.

11,

1. Library board:. A group of appointed or elected officials who di-
rectly oversees the library on a continuous and regular basis.
Typically, this board's Sole-function is to oversee public library
policies. Also kno.wn as Libfary Board of Directors, Board of
Trustees, and Board of Library Trustees. 'Exclude boards which
serve only an,advisory role to the library.

2. Board or council: A group of appointed or elected officials who
eirectly oversees the legal entity of which the.library is a part.
Examples are City Council, Board of Supervisors, the Legislature.

3. Official director of the'legal entity of which the library is apart:
The elected or appointed official-of the legal entity (i.e,city,
county. state, etc.) which oversees the policies and activities of
ttrit legal entity. Examples of these positions are Mayor, Governor,
r"ty Manager.

4. Divisional chief: A person who is normally considered a department
chief, division chief, or division director. Examples would be
Director of Social Services, Secretary of Education, etc.

5. State library agency: The state organization existing to extend'and
improve library services in the state.

6. Federal agency: An agency funded and controlled by the Federal gov-
ernment. Inlcude here libraries serving as publid-libraries'on
military bases and overseas installations.

251.
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r'UBLIC LIBRARY REPORTING-UNIT STRUCTURE(continued)

7. Other reporting-unit structure: A governing body other than the

above named or"defined entities.

PUBLIC LIBRARY TARGET GROUP: The constituency whom the public library is

intended to serve. Public library target groups can be categorized in

the following manners:

1. Age ranges

2. Sex

3. Race/ethnic.identification

4. Handicap category

5. Language proficiency

6. Disadvantage status

7. Educational attainment (of the adult population)

8. Employment categories (of the adult population): Employed persons

are taken to be all civilians 16 years old and over who were either

(a) "at work"--those who did any work at all as paid employees or

in their own..business profession, or on their own farm, or who worked

15 hours or more during the reference week as unpaid workers on a

family farm or in a family business;,or414_were "with a job but

not at work"--those who did not work during the reference week but

had jobs of business from which they were temporarily absent due to

illness, bad weather, industrial dispute, vacation, or other personal

reasons. Excluded from the employed are persons' whose activity con-,

sisted of work around the house or volunteer work for religious,

charitable, and sin4,1ar organitatiors, Typically, employed persons

are divided into the following categories:

o Professional and business workers (including managers and admin-

istrators).

, Sales and service workers'

o Manual workers

o Service and household workers

9. Family income: Family income represents the wages and earnings of

all* members of a family for the previous year. Family income in-

cludes gross wages and salaries, net self-employment income, retire-

ment income, public assistance or welfare, and all 'other income.

Family income does not include'value of in-kind income, withdrawal

of bank deposits, money borrowed, tax refunds, money received from

sale of property (unless the individual is in real estate business),

exchange of money in the same household, gifts and lump sum inheri-

tances. insurance payments and other lump sum receipts. The data

9 r-
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BRARY TARGET GROUP (continued)

illy income (continued)'

the 1970 census of family income was based on a sample of 20
cent of households. The following income ranges are used in
s handbook:

inder $1,000

1,000 to $4,999

5,000 to $9,999

10,000 to $14,999.

15,000 to $24,999

25,000 to $49,999

50,000 and above

BRARY USER DIVISIONS: Collections and related_services
shed for asubset of the library's clientele. These may be based
upon subject interests or age groupings. The follwing user divi-
re based on age groupings.

lt services: The collection and related services established fOr
it clientele, typically over the age of 17.

ng adult services. The collection and related services established
ecially for (but not exclusive-to nor inclusive cf) persons be-
em and including the agss of 14 and 17 years.

ldrense services: The collection and related services established
FcTalW( ut no exclusive to nor inclusive of) persons under
age of 14.

BRARY USER. (TOO: Those persor,s, either within the.library's
group; or other, who actually use the library's services and
es. Types of public library user groups correspond to target
4nd May also include other descriptors to, accommodate eontarget el

serf:.

RVICES: See Cultural, educational and information services and/or
e distribution under PROGPAMMATIC ACTIVITIES.

'S AND BOOK TRADE LIST: See'REPERENCE COLLECTION.

ORDER: A written, typewritten, or computer-produced order p:laced
vendor or publisher.for materials ava-ilaole for purchase. yInfor-
included on a purchase order usually inCludestitle, author, pub-
the e:.andard item identifier (i.e., ISBN or ISSN), a vendor's
;number, and price." See also APPROVAL PLAN.and/or BLANKET PUR-
RDER.
ese-
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QUARTER: See PREDOMINANT CALENDAR SYSTEM.

L.
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, RACE/ETHNIC IDENTIFICATION: Categorization of individuals according to
the race/ethnic categories to which they belong, are regarded by the
community as belonging, or categorize themselves as belonging:

This concept of race/ethnic identification and the following categories
are those used by the U.S. Office for Civil Rights, the Equal Employ-
ment Opportunity ,Commission, and other Federal agencies in conformity
with recommendations by the Office of Management and Budget (OMB) Ad
Hoc Committee on Race/Ethnic 'Categories-in 1976. The categories are
as follows:

1. Hispanic: A,person of Mexican, Puerto Rican, Cuban, Central or South
fterican, or other Spanish culture or origin, regardless of race.

2. Nonhispanic, white: A person having origins in any of the original
peoples of Europe, North Africa, or the Middle East.

3. ;Nonhispanic, black: A person having origins in any of the black
racial groups of Africa.

4. American Indiah or: Alaskan native: A person having origins in any
of the original peoples of North. America and maintaining cultural
iftptification through tribal affiliation.ot community recognition.

5. Asian opacific Islander: A person, having origins in any of the
original peoples of the Far East, Southeast Asia, the Indian Sub-
continent, or the Pacific Islands. This area includes, for example,
China, Japan, Korea, thefhilippine Islands, and Samoa.

Non-U.S. citizens are to be reported as follows:

do For target group reporting, nonresident aliens (those individuals
who have not been admitted to the United States for permanent
residence) are reported only as totals and are not identified by
race/ethnic categories.

o For employee reporting, foreign nationals are reported separately
as well as .included with statistics reported fdr.full-time staff
by occupational activity and are identified by race/ethnic cate-
gory.

READER: See Microform reader or reader/printer under EQUIPMENT TYPES.

READER /PRINTER: See Microform reader or reader/printer under EQUIPMENT
TYPES.

READERS AND RESEARCH ADVISORY SERVICES: See Information services'under
PROGRAMMATIC ACTIVITIES.

READERS OR RESEARCH ADVISORY TRANSACTION: See Reference,transaction under
INFORMATION CONTACT.-



READING /STUDY ROOM: See Study facility under ROOM USE CATEGORIES.

READY REFERENCE COLLECTION:'See Reference collection under COLLECTION

CATEGORIES:

REALIA: See Thre-dimensional material under MATERIALS FORMAT,

REBINDING: See Binding and rebinding under COLLECTION RESOURCES MAINTE-

NANCE ACTIVITY.

RECATALOGING: See CATALOGING ACTIVITY.

RECEIPTS: See CURRENT-FUND REVENUE CATEGORIES.

RECLASSIFICATION: See Reclassification,under CATALOGING ACTIVITY.

REFERENCE: See CROSS-REFERENCE and/or Information services under PROGRAM-

MATIC ACTIVITIES,

REFERENCE COLLECTION: A collection of books and other materials in a library

-useful for supplying information, kept together for convenience, and

generally not allowed to circulate. See also COLLECTION CATEGORIES.

The following categorieS of materials in reference collections are

irrespective of materials format.

1. Publisher's and book trade list: A publicatidn issued by publishers,

bookdealers., individually, or'collettively, describing their pub-

litations, and sometimes including a price list. This category

includeS book trade catalog, monthly catalogs from the Superin-

tendent of Documents, and so forth. It also includes -nonpublisher

related lists such as Books-in-Print.

Index: An array of references'(in any medium or format) to topics,

names, or titles.in books and periodicals, or to reports, patents,

and other nonbook materials.

. Abstracts: Factual summaries giving significant content of units

of publication (e.g., scientific or scholarly papers, technical

reports, patents). As a reference collection category, abstracts

typically contain.summaries, of several works concerning a particular

subject or area of learning and accompany citations referring to

the original publications. (5)*

4. Bibliography: A list of sources of information or of references to

the,library materials organized for a particular use or relating

to a particular subject. (5) See also TOPIC OF BIBLIOGRAPHY OR

SPECIAL CATALOG.

5. Catalog: A list of books, maps, etc., arranged accord.Wg to some'

definite plan. As distinguished from a bibliography and from a

publisher's or book trade list, it is a list which records, describes

and indexes the resources,of a collection, a library or a group of

libraries. This category excludes the public catalog of the

- library used by the library's clientele to locate materials in the

library.

0
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REkERENCE COLLECTION (continued)

6. Fact-finding sources: This category includes those reference collec-
tion materials which are most often used to locate a particular fact
or set of facts about a particular topic. This category includes
(although not exclusively) almanacs, encyclopedias, dictionaries,
and statistical and mathematical tables.

7. Other reference collection material: This category includes other
material not listed or defined in the above categories. Included
within this category are college and university announcements,
atlases, and telephone books.

REFERENCE FILES: See Reference collection under COLLECTION CATEGORIES.

REFERENCE TRANSACTION: See INFORMATION CONTACT.

REFERRAL SERVICESee Information services unde-r,PROGRAMMATIC ACTIVITIES.

REF,TRRAL TRANSACTION: See Reference transaction under INFORMATION CONTACT..

REIMBURSED SERVICES: Services which the library provides to ,the user or
to other libraries on either a.: partial cost-recovery basis, or through
subsidy. This category should include only those services which could
not be provided without such reimbursement to the library. See also
Generated income under CURRENT-FUND REVENUE CATEGORIES.

RENEWAL TRANSACTION: The act of extending a circulation transaction for a,
period of time beyond that of the original loan period. ,A renewal
transaction applies equally to general circulation transactions, reserve
circulation transactions, and equipment circulation transactions.

RENTAL COLLECTION: A group of selected, books that are circulated for a
small fee. (1) See also LEASED COLLECTION.

REPRODUCED FORMAT: See Filled request under INTERLIBRARY LOAN LENDING
ACTIVITY.

REPRODUCTION DEVICE: See Graphic=and reproduction device under EQUIPMENT
TYPES.

REQUEST FILLED WITHIN USER SPECIFIED TME: See-INTERLIBRARY LOAN BORROWING
ACTIVITY..

RESEARCH ADVISORY: See Readers or research advisor transaction under

INFORMATION CONTACT.
. -

RESEARCH AND ANALYSIS SERVICES: See Information services under PROGRAM-
MATIC ACTIVITIES.

RESEARCH AND ANALYSIS TRANSACTION: See Reference transaction under
INFORMATION CONTACT.
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RESEARCH/INSTRUCTION EMPLOYEE: Includes all employees of the parent

organization who ,customarily receive assignments for the purposes of

research and/or instruction. In describing these individuals as

members of the library's target group or-user group, the following

descriptors are of importance:

1. Discipline/subject matter of the research and/or instruction: An

indicator of the major subject areas of importance to the individ-

ual as it relates to his or her occupation.

2. Level of research involvement: An indicator of the individual's

participation in research activities. This is of particular im-.

portance in describing faculty members who may largely be invelved

in instructional rather than research activities. '

RESERVE 'CIRCULATION TRANSACTION: See CIRCULATION TRANSACTION.

RESERVE COLLECTION: See COLLECTION CATEGORIES. ,

RESERVE SERVICES:. See Circulation services under PROGRAMMATIC ACTIVITIES.

RESHELVED-VOLUMES: See NONCIRCULATED VOLUMES RESHELVED.

RESOURCE DISTRIBUTION SERVICES: See PROGRAMMATIC ACTIVITIES.

RESOURCE SHARING: See-CONSORTIUM, NETWORK, AND/OR COOPERATIVE ENDEAVOR.

RESTRICTED FUNDS: See, REVENUE RESTRICTION CATEGORIES.

REVENUE RESTRICTION CATEGORIES:

1. Unrestricted funds: Revenues received by the library or institution

of which the library is a. part without stipulation regarding purpose

by the source, and may be expended at the discretion of the manage

ment. This category applies equally to undesignated and designated

.funds.

2. Restricted funds: Revenues received by the library or the parent
institution.with-the.Stipulition that such funds be used for the

purpose specified by the donor (source).

REVENUES: See CURRENT-FUND REVENUE CATEGORIES.

ROOM USE CATEGORIES: Standard, groups of institution, areas described by

primary use.

1. Classroom facility: A roomHused by classes that does not require

special-purpose equipment fOrstudent use.

2. Laboratory facility: A room that requires special purpose equipment

for student or research purposes.

3. Office facility: A room used, by library employees working at a desk

or table.
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ROOM USE CATEGORIES (cOntinued)

4: Study facility: A room used by individuals to study, or a room used
to store books. Included in this category are:

o Reading/study room: A room used by individuals to study books or
nonprint materials. Included are reading rooms, carrels, study
rooms, individuals study stations; and similar rooms intended for
general_studypurposes.

o Stack: A room (or a portion of a room) used to provide shelving
for library materials. Exclude off-site storage facility classed
as a support facility below.

o Open stack/reading 'room: A room that is a combinatiOndof a reading

room and stack.

o User information area: ''A room or portion of a room that series a
1-iaaTTI67ia5715,617citack, or open stack/reading room as a sup-
porting service to such areas. Included are areas which house
card catalogs, circulation desks, reference desks, and information
area.

5. Special ,use facility: A room set aside for 'special purpose*. This
includes rooms used for the production and distribution of audio-
visual, radio, and TV materials and for the,operation of equipment
for the cornunication of these materials.

6. General use facility: A room used for _assembly., exhibition, food
service area, lounge, merchandising, recreation, meeting, or locker
room, or a room that directly, services such facilities.

7. Support facility: A room used for data prOcessing/cOmputer, repair
and maintenance.of products, storage of material's or vehicles, or
rooms servicing such areas:. .For some purposes, it may be-useful
to isolate the following:

a-Off-site storage, facility: A building or portion thereof devoted
to the storage of collection resources and not usociated with
a -Service outlet Of the library. Usually, such facilities house
overflow materials from the library general collection, and
which material's are infrequently used by the libi-ary's'user group.

.

8. Unclassified facility.: Rooms not assigned, undergoing. remodeling
or alteration, or not completely finished in construction'at the.

time..-of the inventory.

z
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S

SALARIES ANQ WAGES:.See Compensation' under EXPENDITURE CATEGORIES AND

TRANSFERS.

'SCHOOL: A schoolconsists of a group of pupils with one'-or more teachers

who give instructibn, of a defined type in one or,more grades, housed

in a school plant of one or more buildings or in one or' more school

plants., and organized as one unit. More than one school maybe housed

in the same school plant, as in the case Where separately organiied

elementary and secondary grade levels are housed in the same plant;

.
when this occurs, each level is considered as d separate unit, if ad-

ministered separately. If both elementary and secondary grade levels

are administered as a single-unit, it should be considered as one

school. (22) Types of schools are: ,

Elementary school: A school clasified as elementary by state and

local practice and composed of any.span of grades not above grade 8.
,

2.

e On -teacher-school: A one-teacher school is a school in which 'One

teacher is employed to teach all, grades offered in the school,

regardless of the number of rooms in the building. These schools

can consist of'any grade grouping within grades kindergarten.

through 8. .(22). .

.Middle school:'A middle school is a separately organized and

administered.school usually beginning with grade 5 or 6.oe its

equivalent and including at least tete grades or years. Most

middle school% presume, in ultimate plan if not in present reality,

alour-year high school for the grades 'or.years which follow, as

in a 4' 4-4 on a-5-3-4 plan: (a)

to Other elementary school: Those -schools not,identified or defined

above, regardless of grade span, but-not above grade' 8. (22)

Secondary school: .A school complising-any span of.gradeseginning

with the next grade.following an elementary or middle school and-

ending with or ,low grade

o Junior ,chool: A junior'high:scho ol -is'a separately organized

and administarea secondary school between elementary schools and

-senior-high schools;_ usually inOuding 7, 8, and 9(as in a 6-3-3

plan)Orgrades 7 and 8 (as in a -2 -4 plan). (22)

Senior high school: A senior- high school is a secondary school

offering the final years of high school work necessary for gradua-

tion and invariably preceded by a junior high school., Four-year _.

and incomplete high schools are-to be included:

- Four-year 'senior high.school:,A four -year high school is'afour-

year secondary school immediately following the elementary school

(as in the 8-4(plan).or a middle school. _(22)

.
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SCHOOL (cont-inued)

2. Secondary school (continued)

o Senior high school (continued)'

- Incomplete high school: An-incomplete high school
q%
is a secondary

school which offers less than four years beyond grade 8 and
normally ends with grade 11.. (22)

6 Junior-senior high school:. Akjunior-senior high school is a sec -
ondary school which usually includes grades 7 through 12 and is
,administered as a single unit. Such a school would usually follow
a middle or other elementary school with no intermediate school-
between.- (22)

s Vocational technical school: A vocational technical high school
is a separate y organized school under the direction of an admin-
istrator (sich as a principal) for the purposr F offering trainingn
in one or more skilled or semiskilled trades u. uccupations. High
schools Offering vocational/technical as part of a comprehensive
program should not be included here. (22)

3. Otherschool: A school. identified nor defined above. This cate-
gory includes:

a Combined elementary-secondary school: Include here those schools.
which serve both elementary and secondary pupils, but which are
organized and administered as a single unit and cannot be clatsi-
fied-in any of the categories of elementary and secondary schools., e

(22)

e Special education school for handicapped:. Include here only those
schools which serve emotionally disturbed and mentally or physi-

- cally handicapped pupils exclusively. 'Do not include schools
which offer special education along with the regular program. (22)

Other school: A school:not identified nor defined above.

SCHOOL CALENDAR: See PREDOMINANT CALENDAR SYSTEM.

SCHOOL CLASSROOM: See Classroom facility under ROOM USE CATEGORIES.

'-'SCHOOL COMPLETED: See EDUCATIONAL ATTAINMENT.

.SCHOOLCdMPULSORY ATTENDANCE AGE SPAN: The youngest and oldest ages at
which children, youths, and adults normally are required to attend
school., (22)* See also SCHOOL PERMISSIVE ATTENDANCE AGE SPAN.

SCHOOL DAY: A school day is that part Of the calendar day when school is
in session. For some purposes it is useful to determine the number of
minutes the school is in-operation during the'typical school day. (18)*

2
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'SCHOOL ENTRANCE REQUIRE 'JT: \See MINIMUM ADMISSIONS REQUIREMENT.

SCHOOL HOURS: See SCHOOL uAY.

SCHOOL LIBRARY/MEDIA CENT R': A library which, as part of its primary

mission, supports the curriculi\needs Of and provides its collection,

related equipment, and the serOces of a staff to students, teachers,

and aMiliated staff of an elementary, secondary,:or combined school.

This entity may be alternately called a library, media center, in-

structional materials center, learning resourceicenter, or combination

thereof. School libraries/media centers may be Categorized according

to the type of school served (see SCHOOL for these distinctions). See

also LEARNING RESOURCE CENTER.

SCHOOL LIBRARY/MEDIA CENTER TARGET GROUP: Students, classrbom teachers,

and other employees and affiliates of the school- whom the library is

intended to serve. Categories and descriptors of '-population which are

appropriate for library managers to consider include:

1. LEW:. Students receiving formal instruction at the school.of which

the library is part. Descriptors appropriate to.this category

include:.

Age

Handicap category

Language proficiency

Disadvantage status

Migra:It

Learning disability

Gifted or talented

2. Classroom teachers: Teachers for portions of schoolwork of self-

contained classes, performing professional activities in guiding

and directing the learning experience of pupils in an instructional

situation in a particular classroom or classrooms. This category

should not include administrators, supervisors; consultants, coun-

selors, librarians, or itinerant teachers. The status (full- or

part-time) and the discipline and level of instruction provided are

appropriate descriptors of this category. (22)*

3. Other target group: Include here all employees or affiliates of the

school eligible for library services and not'specified above..

SCHOOL LIBRARY/MEDIA CENTER USER GROUP: Those persons, Tither within the

library's target group, or other, who actually utilizd the rescurces

or services of the library. Types of school library,jredia center user

groups correspond to target group descriptors and may-alsd include

.
additional descr:'..ors for nontarget group users.
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SCHOOL PERMISSIVE ATTENDANCE AGE SPAN: The youngest and oldest ages at
which children, youths, and adults normally are allowed to attend
school. (22)* See also SCHOOL COMPULSORY ATTENDANCE AGE SPAN.

SCHOOL REPORTING-UNIT STRUCTURE: The type of organizational unit oper-
ating the reporting library and.possibly other library/media center
units as well. Types of reporting-unit structures include: (22)

1. State Department of Education: The state agency exercising leader-
ship, service, and regulation responsibilities in regard to ele-
mentary and secondary public education and such other aspects of
education in the state as lie within the legal authority. The term
"State Department of Education" is often used interchangeably with
the term "State Education Agency," and in this -onnection includes
the State Board of Education, the chief state school officers, and
their staffs. (22)

2. Other State Education Agency: An organization other than the State
Department of Education, established by law for carrying out a
specified part of the educational responsibilities of the state.
For example, some states establish u separate organization to ad-
minister higher education. (22)

3. Intermediate administrative unit: An ,:tiministrative unit smaller
than the state which exists primarily o provide consultative,
advisory, administration, or statistics' services to.local basic
administrative units. This includes intermediate administrative
units referred to as county intermediate units or supervisory
unions, regional educational units, educational cooperative service
units, and boards'of cooperative education services. (,22)

4. Local public school system: An administrative unit at the local
level which exists primarily to operate schools or to contract for
schools services (also known as a local education agency [LEA]).
Public school systems include common, city, independent, consoli-
dated union community, town, township, jointure, and county -unit
school districts; they include districts operating single schools,
e.g., area school's for vocational or,snecial education operated by
separate boards of education.. For reporting purposes, .a system of
schools operated by a branch of the Federal government--for children
such as those residing on Indian reservations; or in U.S. Territories,
or for dependents of armed services personnel--is reported under

this heading. The school system may be described further
according to type of organization, or according to type of schools
Operated: (22)*

5. Segment of local public of system: For example, an individual
school within- the local .ic school system. ,

6. Nonpublic system: For example, a system of church-related schools.
including a dioscesan school system. (22)

7. Other reporting -unit. structure: An administrative unit operating a
school other than those described above.
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SCHOOL STUDENT COUNTS: The recording and reporting of student data for

internal and exchange purposes. The following three types of statis-

tics are needed:

. 1. School average daily attendance: The aggregate days attendanceof-

a given school during a given reporting period divided by the number

of days sehool is in session during this period. Only days on which

the pupils are under the guidance and direction of teachers should

be considered as days in session. The reporting period is generally

a given regular school term. The average daily attendance for groups

of schools having varying lengths of terms is the sum of the average

daily attendances obtained for the individual schools. (22)

2. School average daily membership: The.aggregate days membership of a

given school during a given reporting period divided by the number

of days school is in session during this period. Only days on which

the pupils are under the guidance and direction of teachers should

be considered as days in session.' The reporting period is generally

a given regular school term. The average daily membership for groups

Of schools having varying lengths of terms is the sum of the average

daily memberships obtained for the individual schools. For purposes

of obtaining statistical comparability only, pupil-staff ratios in-

volving kindergarten and pre-kindergarten pupils attending a half-

day session are computed as though these students. are in membership

for a half day. (22)

.3. School grade or year.enroliment: The number. (headcount) of students

officially enrolled in each'grade or year contained within the

school. A grade is a designation applied to that portion of the

school's curriculum which represents the work of one regular school

term. In some situations - -often referred to as "ungraded"--grade

designations are not used; designations appropriate for these situa-

tions are year 1, year 2, and so forth. (22)*

SCHOOL TERM: A prescribed span of time when school is open and the pupils

are under the direction and guidance of teachers. The number of .days

in the term should be reported. (22)

SCHOOL YEAR: The-school year is defined as the twelve-month period of time

denoting the beginning and ending for school accounting purposes, usually

from July 1 to June 30. (22)

SCORE: See Other materials format under MATERIALS FORMAT.

SEARCHING AND VERIFICATION SERVICES: See Materials acquisition services

under PROGRAMMATIC ACTIVITIES.

SEATING CAPACITY: The number of chairs or other seatingunits available

within the library area for library clientele while they use materials.

The number of seats available for the library users should.be given'for

the libraty as a whole, including: general-reading area seats, lounge

- seats; group study seats, audiovisual area seats, other materials' seats,

study carrels, study area seats, typing room seats, seminar room seats'
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SEATING CAPACITY (continued)

(when available on an open basis), etc. Seats at index tables, card
catalog reference tables, and other seating provided for special use
or consultation should not be,counted in the total, nor should seats
in locked rooms not normally open to library patrons, such as auditorium
and general meeting room seats. (18)*

This, category may be divided into carrel seating and other seating:

1. Carrel: A desk available for individual use. Carrels may be
categorized into:

o Wet carrel: A carrel which is electrically wired for use of
equipment in order to access nonprint materials.

e Dry carrel: A carrel which does not contain electrical access
nor built-in equipment with which to access nonprint materials.

2. Other seating: Include here all other seating.

SECRETARIAL/CLEMCAL EMPLOYEE: See Office/clerical employee under PERSONNEL
RESOURCE CATEGORIES.

"SEE ALSO" REFERENCE: See CROSS-REFERENCE.

"SEE" REFERENCE: See CROSS-REFERENCE.

SELECTIVE DISSEMINATION OF INFORMATION (SDI) ACTIVITY: The gathering and
distribution of information about a specific topic and to a particular
audience. Typically, SDI is a recurring activity on a regular basis
and provided according to the specific interest or specification (SDI
profile) of the 'client. Most often SDI is a product of a search of
machine-readable data base. However, SDI may also be the result of a
literature search of printed indexes and abstracts.

/
1. Selective dissemination of information (SDI) search: Activity re-

lated to the accessing of bibliographic records on a particular
topic (as specified by the user's SDI profile) for purposes of
producing a bibliography for the user. Typically, such searches
are conducted on a regular and recurring basis, and thus are
differentiated from a reference transaction.

SELECTIVE DISSEMINATION OF INFORMATION SERVICES: See Information services
under PROGRAMMATIC ACTIVITIES.

SEMESTER: See PREDOMINANT CALENDAR SYSTEM.

SENIOR HIGH SCHOOL: See Secondary school under SCHOOL.

SERIAL: See MATERIALS FORMAT.

SERIAL SERVICE: See Print (or printed) materials under MATERIALS FORMA-.

'
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SERIALS CONTROL SERVICES: See Materials organization and control services

under PROGRAMMATIC ACTIVITIES.

SERIALS LIST: See CATALOG.

SERVICE AREA (OF LIBRARY): See PUBLIC LIBRARY PRIMARY SERVICE AREA.

SERVICVAILABILITY: The degree to which services of the library are

available to the library's user group. Several criteria can be employed-

in determining service availability, such as the number of service out-

lets available to the library's user group, the number of service points

provided within a service outlet for the library's user group, fhe geo-

graphic distribution of, and distances.between, service outlets, and

the hours of services available to the library's clientele. The follow-

ing types of information are appropriate for determining service avail-

ability:

1. Public library primary service area

2. Service outlets: This category includes both the hours in whiCh

service outlets provide the services of its staff to the library's

user group and the number of service outlets available to the

library's target group. See also SERVICE OUTLET.

3. Service points: This category includes both the hours in which the

service points are staffed and prepared to deliver services to the

library's user group and the number of service pointS available

within each service outlet. See also SERVICE POINT.

4. Service availability measure: The number of hours annually in which

an individual service point is staffed and prepared to provide ser-

vices to the library's user group. Total service availability is

calculated by. adding the number of service hours provided 1:6, each

service point maintained by the library (i.e., the sum of individual

service point availabilities). The average service availability

is calculated by dividing the total service availability of the

library by the number of service points maintained by the library.

SERVICE EMPLOYEE: See PERSONNEL RESOURCE LATEGORIES.

SERVICE HOURS: Those hours annually when a library, branch, or bookmobile

is open and prepared to render service to its clientele. Total service

hours are determined by adding the number of-hours the library is open

to users, or a bookmobile is in place to provide service to users. (18)*

SERVICE MONTH: See EMPLOYEE COUNTS.

SERVICE OUTLET: Any location where - library materials and services Are

made available to the library's clientele. (5) Only those outlets

which are in service at the time of reporting are included. Both

number of -service outlets and hours open annually should be included.

Service outlets include:

4:0(
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SERVICE OUTLET (continued)

1. Central library: The single unit library or the library where
TIFIRCipal collections are kepi and handled. Also called t1' main
library. (5)* A library system may or may not have a central
'library.

2. Branch lfbraly) A satellite library with seirate quarters, a basif.;
collection of books, a regular staffing lavel, and an established
recurrent schedule, aministered by either the central library or
library headquarters.

3. Affiliated library: A library housed in the facilities of the parent
organization, and although administered by the pe...ent organization
of the library is not under the jurisdiction of the central library
or library headquarters. Examplei; of this are law libraries and.
medical libraries o: academic campuses which may have their own
governance and may not be within the: administrative jurisdiction
of the central library; departmental libraries in corporate organi-
zations, and so forth. It'should be noted that an affiliated library
must meet the specifications of LIBRARY in order to be reported here.

4. Bookmobile: A truck or van especially equipped to carry books and
other library materials and serve as a traveling branch library.
(5) A bookmobile stop is considered to be a unique location at
which the library services-are rendered by bookmobile staff or fhm
the collection of the bookmobile on a regular and prescheduled basis.
Exclude stops for service to another library or. service outlet.

5. Mediamobile: A truck or van especially designed and operated to
distribute print and audiovisual mater'ials. A mediamobile serves
both as a delivery,unit and a branch or satellite library. (5)*

A mediamobile stop is considered to be a unique location at which
library services are rendered by the mediamobile staff or from the
collection of the mediamobile on a regular and prescheduled basis.
Exclude stops for service to another library or service outlet.

6. Other service outlet: Any other location where library materials
and services are made available to the library's clientele. This

includes classroom collections, deposit stations, and services
provided to institutions such as a hospital or prison, on a regular
basis. Excluded from this category are_satellite book drops,
books-by-mail services, and other service points which do not
provide a collection of materials nor library service on a regular
basis.

SERVICE POINT: A specific location within a service outlet, at which a
particular service or set of services are provided to the library's
clientele. Typically, service points are staffed with library person-
nel responsible for the delivery of this service orset of services to
the patron. Examples of service points are circulation desks, infor-
mation desks, and reference desks. Both numbers and hours open (staffed
and prepared to deliver service) should be considered.
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SEX: Sex is reported in the 1970 census for 100 percent Oethe population.

For those whose sex was not3.7eported, an assumption.was made by the

person's first name. For the'remaining cases, sex was'asSighed through

an allocation procedure.

1. Male .

2. Female

SHELVING CAPACITY: The capacity of a library for storing its collection

resources, expressed by the total number of feet of shelving available

for housing print and nonprint materials and by the total square footage

assigned to shelving. Only the shelves in the sections used for shelving

the collections should be counted. Such shelving does not include shelves

for materials-in-process in technical services areas, staging or sorting

shelves, in the circulation areas, shelves serving as bookcases in offices,

and shelves in receiving rooms used for storing tran Sent materials.

1. Linear feet of shelving: The total length, in feet, of the shelving

available for the library materials is determihed by adding the

length, in feet, of all of the shelves in the bookstack sections

and in the audiovisual and other materials sections.

2. Assignable square feet of thelvinq: The total square footage of

shelving is determined by adding the square feet of all floor space

devoted to shelving, including walkways..dividing series of shelveso.

SIMULATION MATERIAL: See Three-dimensional material under MATERIALS. FORMAT.

SINGLE-CAMPUS INSTITUTION: See ACADEMIC REPORTING-UNIT STRUCTURE..

SINGLE TERM: See PREDOMINANT CALENDAR SYSTEM.

SLIDE: See Projected or magnified material under MATERIALS FORMAT.

SLIDE PROJECTOR OR VIEWER: See Projecting or magni,,ing device under

EQUIPMENT TYPES.

SLIDE VIEWER: See Slide projector or viewer under EQUIPMENT TYPES.

SOUND RECORDING: See Audiodisc under MATERIALS FORMAT.

SOURCE OF FUNDS: See CURRENT-FUND REVENUE ',..:AfEGORIES.

SPECIAL, CATALOG: A list arranged in an established order which records

and describes a set of resources held in the library. Typically;

special catalOgs pertain to holdings in a special collection of the

library.

SPECIAL CATALOG TOPIC: See TOPIC OF BIBLIOGRAPHY OR SPECIAL. CATALOG:

SPECIAL COLLECTION: See COLLECTION CATEGORIES.
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SPECIAL EDUCATION SCHOOL FOR HANDICAPPED: See Other school under SCHOOL.

SPECIALLIBRARY: A library in a business firm, association, government
agency, or other organized group, and which does not meet the criteria
for an'academic, public, or school library; or a library which is main-
tained by a parent organization to serve a specialized clientele. Types

of special library include:

1.. Special library serving an institution,of postsecondary education:
A special library generally associated with a school or schools of
a college or university. Such a special library is primarily
intended to Serve the research and informational needs of faculty,
students, or researchers of that school. Such special libraries
include medical school or health sciences libraries, law school
libraries,_ physical sciences libraries, and theology school libr ries.

2. Special library in the private sector: A special library associated
with a profit or private nonprofit organization. Such a.special
library is,generally intended to serve the research and informational
needs of employees or affiliates of the organization. These
libraries may be further classified into:

P4)

o Special library in a trade or- professional organization (including

a trade union, county bar association, technical society, and so
forth)

g Special library in a commercial or industrial organization (in-

-cluding research and development; marketing,- or production
organizations)

Special library in a: business or service organization (including
banks, hospitals, or law finis)

o Special library in a naknership (including law partnerships and
medical practices)

o Other special library in the private sector

3. Special library maintained by and serving a government agency: A
special library controlled and funded by a government antity, such
as a Federal, state, or local agency. Typically such a library is
intended to provide "for the research and informational needs of the
employees of the\particular government agency. Hpwever, some li-
braries may serve\Other functions, such as meeting the needs of the
library community 'in general, the informational needs of the citizens
of the particular jurisdiction, or the information needs of a spe-
cialized group beyond the employees of the agency (e.g., national
libraries). Further refinement o.this category may be:

National library: Specifically, this category includes the Library
of Congress, tile National Agricultural Library, and the National
Library of Medicine.
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SPECIAL LIBRARY (continued),

3. Special library maintainedby and serving a government agency (continued)

o Special library maintained by and serving a Federal agency (other.

than a national library): A special library funded and operated

by a branch of the United States government.

s Special library maintained by and serving a state government agency:

A special library funded and operated by a branch of state government.

o Special library maintained by and serving a local government agency!

A special library funded and operated by a city, township, municipal,

county, district, or other similar unit of government.

o Other special library maintained by and serving a government agency:

A special library serving a government agency in a jurisdiction

other than those identified above.

4. Independent special library: A special library which is not a part

of a larger organization or agency and which may provide specialized

information services to thepublic, a segment of the public, or to

other libraries.

5. Other special library: A special library not identified nor defined

above.

SPECIAL LIBRARY REPORTING-UNIT STRUCTURE: The type of structure which com-

prises the institution or agency of which the special library is a part.

Such reporting-unit structures vary significantly among special libraries

and should be outlined in.context of the individual special library or .

group of libraries. Largely the reporting-unit strugpre should reflect-

the degree Of-autonomy with which the library conducp its operations.

The following, two reporting-unit structures are presented for special

libraries serving institutions of postsecondary education and for special

libraries in the private sector. Other categories of reporting-unit

structure may be'equally as useful to the needs of the special library.

For special libraries serving institutions of postsecondary education,

the following reporting-unit structures are possible:

1. A library administered by the ihrary of the parent insti-

tution: A library which is under the tontrol of the director of the

university libraries, or other designated administrator of the gen-

eral library of the campus.

2. A library administered by the school, college, or department of

which the reporting library is a part: A library for which fikal

and management control is a function of the school, college, or

department directly served by the library.

3. Other reporting-unit structure: A special library serving an'insti-

tution of postsecondary education which is administered by other

than the above defined persons or units..



SPECIAL LIBRARY REPORTING-UNIT STRUCTURE (continued)-

g
For special libraries in the private sector, the following reporting-
unit structures are possible,:

1. Single site organization: An organization which conducts its-pro-
grams, services, and*business at a single location.

.2. ..Main chome) offices: A library serving the central offices of an
organization which consists of these offices and.one or more branch
facilities. The main offices are usually the :location of the core,
primary, or administrative offices for the organization.

3. Branch office: A library serving a-division or branch facility of
an organization consisting of main (home) offices and one or more
branch facilities. A branch office is considered to be at a dis-
tance from the main (home) offices and for which 1-.^elatively stable
administration is in place.

4. Division of the main,(home) offices: A_ division of a corporate body
which is located in the same facilities as the parent organization
(i.e., main offices) but which is separately served by a library
of the division.

5. Joint library: A library that serves two or riv-re independent orga-
nizations.

6. Other reporting-unit structurE

SPECIAL LIBRARY TARGET GROUP: Thepopulation which the library is intended
to serve. Typically, target groups of special libraries are best cate-
gorized by employment or affiliation. Special libraries serving insti-
tutions of postsecondary education may best describe the target group
in slmilar terms of those employed in academic libraries. Special

libraries in the private sector may employ the following descriptors
or some variation thereof.

1. Security clearance status: A descriptor of the degree to which
members of the target group may access security classified docu-
ments held by the library (if applidable).

2. Employee counts: Employees of ,the paredt organization should be
considered on the basis of their involvement in research or other
activities which require varying levels of library support, and
upon the discipline in which such activities are being conducted.

3. '',thee target group descriptors .

Special libraries maintained by.and serving g( ernment agencies may
consider the following descriptors or some vE:iation thereof:

1. _Government officials: Elected or appointed officials, legislators,
and judges affiliated with the agency, and for which library ser-
vices are provided.

ro
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SPECIAL LIBRARY TARGET GROUP -(continued)

2. Employe counts: Employees of the agency should be considered on

TT1 basis of their involvement in research or other activities

which require varying levels of library support, and upon the

discipline in which such activities are conducted.

3. Contractors: Individuals conducting research or other activit-

under contract to the parent organization and who, by virtue or

this contract, may access the services of the library.

4; Other target group descriptors

'Independent special libraries and other special-libraries should define

their,target groups according to those descriptors which pest serve to

determine the types of services, facilities, or resources necessary,

and the resource and service utilization of these groups.

SPECIAL LIBRARY USER GROUP: Those persons, either within the library's

target group, or other, who actually. utilize the resources or services

of the library. Types of special library user groups correspond to-

target group descriptors and may-also include additionaLdescriptors

for nontarget group users..

SPECIAL USE FACILITY: See ROOM USE CATEGORIES.

SPECIALIST/LIBRARY PROFESSIONAL: See PERSONNEL RESOURCE CATEGORIES.

STACK: See Study facility ,..nder ROOM USE CATEGORIES.

STACK MAINTENANCE SERVICES: See Collection maintenance services u. ier

PROGRAMMATIC ACTIVITIES.

STANDARD LIBRARY IDENTIFICATION NUMBER: See The American National Stan-

dards Institute Standard Library Identificatien Number (SLIN) under

LIBRARY IDENTIFIERS.

STANDARD-METROPOLITAN STATISTICAL AREA: See Address under LIBRARY

IDENYIFIERS.

STANDING ORDER: A general direction to a vendor or publisher to supply

future issues of a continuation as issued until otherwise notified.

(l)*

STATE LIBRARY: A librar maintained by state funds, which preserves the

state records and pr vides books for use of state-officials, books

relating to, the history of the state, boo':s publishedloy,,authors living

in the state, And newspapers published the state. In many states,

the state'library may provide a collection to meet any resident's needs

for books or information.
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STATE LIBRARY! AGENCY: The state organization existing to extend and improve
library service's in the state. Its functions may include the planning
of statewide public library service, promotion of the development of
these libraries, supervising libr -rj provision with a view to improving
services by formulating and enforcing minimum standards; providing a
consulting And-advisory service to librarians, boards'of trustees,, and
citizens' groups withinthe state; administering a state system of
grants-in-aid as well as Federal grants-in-aid to libraries; providing
supplementary services such as interlibrary loan and traveling libraries;
and providng a centralized information and bibliographic service; cen
tralized cataloging; providing library services to school, clUbs, and
individuals where no tublic library services exist. (12)*

STEREOGRAPH: See Projected or magnified material under MATERIALS FORMAT.

STRIP-FILM: See Filmstrip or:filmstrip set under. MATERIALS FORMAT.

STUDENT ASSISTANT:, An employee of an academic library who is simultane-
ously enrolled on a regular basis in the academic, institution of which
the reporting library is &part. Typically (although not always) these
employees perform non-technical duties within the library and would be
categorized as office/clerical personnel. Note: Service months oftheie
employees should be included under the appropriate employee classifica-
tion (e.g., office/clerical, etc.);

, (

STUDENT COUNTS: See ACADEMIC STUDENT COUNTS and/or SCHOOL STUDENT cows.

STUDY FACILITY: See ROOM USE CATEGORIES.
4

SUBJECT HEADING: A word or group of wordS indicating a subject under
whi6 4,1 material dealing with the. same theme is entered in a catalog
or a ,,i6liography, or is arranged in a file. (1)

SUBJECT MATTER: See DISCIPLINE /SUBJECT MATTER.

SUBJECT SPECIALIST: See-Specialist/library professional under P(RSONNEL
RESOURCE CATEGORIES.

SUBSCRIPTION: The arrangement by which an organization, publisher, er an
agent provides the library with copies of a periodical, newspaper, Or
other serial as issued. (5)* Include only those subscriptions cur-
rently received by the library. Fo reporting purposes; the number of
titles (excluding duplicates) and tle number of subscriptions (including
Duplicates) should be counted.

SUPERINTENDENT OF -DOCUMENTS (SuDoc) CLASSIFICATION: See CLASSIFICATION
SYSTEM.

SUPPORT SERVICES: See Logistical and physical plant operations under
PROGRAMMATIC ACTIVITIES.

SUPPORT FACILITY: See ROOM USE CATEGORIES.

1

?, 7 3
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TARGET GROUP: Those::persons whom the library by its mission is intended',._.,

to serve. See alio ACADEMIC LIBRARY TARGET GROUP, PUBLIC LIBRARY

TARGET GROUP, SCHOOL LIBRARY/MEDIA CENTER TARGET GROUP',, and/or SPECIAL

LIBRARY TARGET GROUP.

TARGET GROUP IDENTIFIERS/fRAth: Individual attrbutes of members of the

target 'group. See alsb ACADEMIC LIBRARY'TARGET GROUP, PUBLIC LIBRARY

TARGET GROUP', SCHOOL LIBRARY/MEDIA CENTER TARGET GROUP, and/or SPECIAL'

LIBRARY TARGET GROUP. Specific identifiers and traits include:

1: Individual identification: The name; address

cation of the member of the target group.

2. Aye

3: Sex

4. Race/ethnic Iden ification

'5. Handicap category

6: Language proficiency

7. Disadvantage status

8: Discipline/subject matter of major interests

9. -Educational attainment/level

.10. Employment category

11: Family income

These dOcriptors'should be selected in light of the implications for

services or service utilization. .Thus,.for example, age of the indi-

vidual is of Only limited stgnificance for academic libraries, while

among public' libraries,ia6e ranges of.the target Opulation influence

-both services and service use,-

and -other identifi-
,,

TEACHER:.See Classroom teacher under SCHOOL LIBRARY /MEDIA CENTER TARGET

GROUP.

TECHNICAL 'EMPLOYEE: See PERSONNEL RtSOORCE CATEGORIES.

TECHNICAL HIGH SCHOOL See Vocational technical high school under SCHOOL.

TECHNICAL ERVICES: See PROGRAMMATIC ACTIVITIES.

TELEVISION RECEIVER: See Electronic display device under EQUIPMENT'TYpES.
n .

TELEWRITER: See Electronic display de.ice under EQUIPMENT TYPES.

7
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TERMINAL; See. Computer termLial under EQUIPMENT TYPES.

THREE-DIMENSIONAL MATERIAL: See MATERIALS FORMAT.

TITLE: See COLLECTION COUNTS.

TITLES ADDED: The number ofnew titles. acquired by the lidrary.

TITLES REMOVED: The number of titles (last copies) removed from the
collection. .

TOPIC OF BIBLIOGRAPHY OR SPECIAL CATALOG:'The central the' . or subject
td-which entries ih the bibliography ar special catalog apply..

TRADE LIST: See Publisher's and book trade list under REFERENCE,COLLECTION.

'TRANSACTION DURATION.; See Activity measures under' PROGRAM MEASURES.

TRANSFER-IN: See CURRENT=iUND REVENUE CATEGORIES.

TRANSFER-OUT: See EXPtNDITUR(CATEGORIES AND TRANSFERS.

TRANSPARENCY: See Overhead transparency under MATERIALS FORMAT.

TRAVELING LIBRARY: A sm0,l collection of selected books,, or other library
materials sent by a library for the use of a group or commutiity during
a limited period. Include here materials lent'for'classroom collections
and extension classes: (5)*

TRIMESTER: See PREDOMINANT CALENDAR SYSTEM.

TUITION AND FEES: See CURRENTLFUND.REVENUE CATEGORIES.

TYPICAL MONTH: A .typical month is'a month in which the central-library
) ,and other-service outlets are, generally open during'regular hours fcr,

the library's clientele, and in whiCh the library's clientele utilizes
the library on a normal basis..,

TYPICAL WEEK: A typical week is a week in which the central-library and
other service outlets are open during regular hours for general user;
and which does not'contai-h,any holiday. (18)*
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J

UNBOUND PERIODICAL: See Periodical under MATERIALS FORMAT.

UNCLASSIFIED FACILITY: See ROOM USE CATEGORIES.

UNDERGRADUATE STUDENT: See ACADEMIC STUDENT LEVELS.

UNRESTRICTED REVENUES: See REVENUE RESTRICTION CATEGORIES.

UPPER DIVISION:'See ACADEMIC COURSE LEVELS.

USER DIVISION: See PUBLIC LIBRARY USER DIVISIONS.

USER RUUP: The members of the library target group and nontarget group

Mel ers who actually use the resources or services of the library.

User groups are described in the same manner as the appropriate target

groups, i.e.,'Academic Library Target Group, Public Library Target

Group, Special Library Target Group.

USER INFORMATION AREA: See Study facility under ROOM USE CATEGORIES.

4)r-
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V

VERTICAL FILE MATERIAL: See Other print material under MATERIAr; .

'VERTICAL FILES: See Reference collection under COLLECTION CATEGORIES.

VIDEODISC: See Electronic display material under MATERIALS FORMAT.

VIDEOPLAYER: See Electronic display device under EQUIPMENT TYPES.

VIDEOTAPE: Se, Electronic dispjy material under MATERIALS FORMAT.

VIDEOTAPE RECORDER: See Electronic display device under EQUIPMENT

VOCATIONAL TECHNICAL HIGH SCHOOL: See Secondary school under SCHOOL.

VOLUME: For reporting.purposes,,a volume it ' physical unit of any printed,

typewritten, handwrittenmimeographed, t-.:cessed work, contained

in one binding or portfolio, hardbound .rbound, which has been
catalbged, classified, and made ready .% (5, 18, 19, 20) See /

also Physical. unit under COLLECTION COUNTS.

VOLUME EQUIVALENCY:-The equin1ent number of volumes that microform
materials would be if they had been obtained in print. Volume equiva-

lency'may also refer to other nonprint materials--e.g., audiorecordings.
etc.--where one physical.unit is the equivalent of one volume.

VOLUNTEER: 'See Contributed (volunteer) services under EXPENDITURE CATE-
GORIES AND TRANSFERS.
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WAGES: See Compensation under EXPENDITURE CATEGORIES .AN TRAN5FERS.

WET CARREL: See SEATING CAPACITY.

WORK ENVIRONMENT/STAFF MORALE: See Performance measures under PROGRAM

MEASURES.
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AUTHORITIES FOR DEFINITIONS

r.

*Original definition modified by the staff of the Library Statistical
Data Base project at the National Center for Higher Education Manage-
ment Systems.

1. ALA Glossary of Library Terms, ALA, 1943.

2. American Library Association: Reference Statistics Committee, a pro-
posal for HEGIS reference question definitions, 1977.

3. American National Standard X.12: Vocabularly for Information Processing,
1970.

4. American National Standard Z39.1: Period)cals-Format and Arrangement,
1967.

5. American National Standard Z39.7: Library. Statistics, 1968.

6. American National Standard Z39.8: Compiling Book Publishing Statistics
(Revised 197:).

7. American National Standard Z39.29: Bibliographic References, 1977.

American National Standards Institute, Z39: Compiling Newspaper and
Periodical Publishing Statistics, 1977.

9. Anglo-American Cataloging Rules,_ American Library Association, 1970.

10, Association of Theological Schools, Annual Questionnaire, Fall 1977.

11. Dataflow Systems, Inc. A Glr:sary for Library Networking. Washington,

DC: Library of Congress, 1978.

12. Harrod, Leonard, Librarian's Glossary and Reference Book, 4th Revised
Edition, Westview Press, Inc., 1977.

13. Higher Education Act of 19C5.

14. Kurth, William and Zubatsky, David, Recommended Procedures for the
Internal Financial Auditing of University Libraries, Council on
Library Resources, 1976.

15, Media Programs: District and School, ALA, 1974.

16, National Center for Education Statistics: Comb;nec ;ossary, Terms

and Definitions from the Handbooks of the State Educational Records
and Renorts Series, 10,74.

.1. National Center for Education Statistics: Educational Technology, A

Handbook of Standard Terminology and a Guide for.. Recording and Re-

porting Information about riucational Technology, 1975.
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18. National Center for Education Statistics: Library General Information

Survey (LIBGIS,I), Academic Libra.,-y Survey, Tall, 1975.

19.- National Center for Education Statistics: Library General Information

Survey (LIBGIS I), Public Li3laries, Fall, 1974.

20. National Center for Education Statistics: Library General Information

Survey (LIBGIS I), Public Sf7hool Libraries/Media Centers Survey, Fall,

1974.

21. National Center for Education Statistics. Library Statistics c1-4'. Coledes

and Universities, Fall, 1973, Summary Data (Part A), 1976.

22. National Center for Luucation Statistics. Standard Terminology for

Curriculum and Instruction in LoLal and State School Systems, 1970.

23. Natiorl Microfilm Association: NMA Standard Glossary of Micrographics,

. 1971.

24. RecommendationConcerning.the International Standardization of Library

Statistics, UNESCO, Paris, November 1970.

25. Resource and Bibliographic Support for a Nationwide Library T °cram

by Vernop E. Palmour et al for National Commission on Libraries and

Information Scie....;e, August 1974.
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iiidividuaiswho reviewed materials channeled their contributions through

organizational representatives or directly to the contract(' . It ivim-
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.Project Review Group

Representatives from the major special interest communities of-the

library world were invited and accepted to serve c the Project Review

Group. These individuals provided direct input to the contents of the

Handbook and were responsible for overall review of the final product.

Two meetings of this grOup were,held during the course of the project.

The two-day meetings were held in Chicago, Illinois, and Denver, Colorado.
rr

These individuals are listed below according to association represented

and by title and location at the time of the project.
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AMERICAN ASSuCiAtION OF SCHOOL LIBRARIES
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Director
Division of Instructional Materials
Department of Instructional Resources
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Rockville,MD
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Director .

Library
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Tulsa City-CoJnty .ibrary System

Tulsa, OK
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Coordinator
Albuquerque Public Schools
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Statistics :ir Agencies Committee

Representative: Janice Feye-Stukas'
Consultant
Office of Public Libraries
State of Minnesota
St. Paul, MN

AMERICAN NATION/30_ STANDARDS INSTITUTE Z39/SC7 COMMTTTEE

Representative: Katherine Emerson
Archivist
University of Massachusetts
Amherst, MA

ASSOCIATION OF COLLEGE AND RESEARCH LIBRARIES

Representative: Eldred Smith
Director
University Library
University of Minnesota
Minneapolis, MN

)
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CHIEF OFFICERS OF STATE LIBRARY AGENCIES

Representative: Joseph Shubert
State Librarian
New York State Library
Albany, NY

FEDERAL LIBRARY COMMITTEE OF THE LIBRARY OF CONGRESS

Repreen-tative:

PUBLIC LIBRARY ASSOCIATION

Representative:

James Riley
Executiye Secretary
Federal Library Committee of the

Library of Congress
Washington, DC

Ronald Dubberly
Director
Seattle Public Library
Seattle, WA

SPECIAL LIBRARY ASSOCIATION
t

Representatives: Shirley Echelkan
Chief Librarian
Chemical Bank Research Library
New York, NY

Scott Kennedy
Director
Physical Science Library
University of California at Davis
Davis, CA

In acs:. :ion to the above official membership of -`;)is group, the

following participapd in meetings of the PrOjectReview

Group and provided major co

Susan Crawford
Director
Division of L-prary and
Archival Servicas

American Medical Asl:
Chicago, IL

Mary Jo Lynch
Director
Office of Research
American Library Association
Chicago, IL

-ibutions to the success of this project:
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Member, ExecutiVe CoMmittee
Book industry Study Group, Inc.
Darien, CT
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The Federal Representatives PE . J

Representatives of Federal agencies involved in the library community

were invited and accepted to serve on the Federal Representatives Panel.

These individuals provided basic contributions both to.the Handbook and

to the implementation strategies forwarded to the National Center for

Education Statistics. Ais panel also was instrumental in the iderLifi-

cation of Federa171evel information needs as discussed in this Handbook.

Two meetings of this group, of two-days duration, were held in

Washington, DC, during the development of this Handbook. These individuals

are listed below by agency affiliation and accordinj to title and location

at the time 'of the project.

ARMY LIBRARY

Representative:

DEPARTMENT OF COMMERCE

Mary L. Shaffer
Director
Army Library
Washington, DC

Representative: William F. Lofquist
Commodity and Industry Specialist
Industry and Trade Administration
Department of Commerce
Washington, DC

Alternate Representative:' Stanley Bougas
Director of the Library
Department of Commerce
Washington, DC

FEDERAL LIBRARY COMMITTEE OF THE LIBRARY OF CONGRESS

r Representative: James Riley
Executive Secretary
Federal Library Committee of the

Library of Congress
WashingLon, DC

a'



LIBRARY OF CONGRESS

Representative: Carol Nemeyer
Assistant Librarian of Congress

for Public Education
Library of Congress
Washington, DC

Alternate Representative: James' Riley
Executive Secretary
Federal Library Committee
Library of Congress

Nashington; DC

NATIONAL AGRICULTURAL LIBRARY

of the

Representative:' ' Gerald Sophar
Executive Officer
National Agricultural Library
Beltsville, MD

NATIONAL CENTER FOR EDUCATION STATISTICS

Representative:,: Nicholas Osso
Project Officer
Library Surveys
National Center for. Education Statistics
Washington, DC

Frank Schick
Chief
Learning Resources Branch
National Center for Education Statistics
Washington, DC

NATIONAL COMMISSION ON LIBRARIES AND IMFORMATION SCIENCES

Representative:-

NATIONAL LIBRARY OF tiEDICINE

Alphonse Treiza
Executive Director
r tional Commission on LizTaries

.oformation Sciences
Washington, DC

Represehtative: James Bar,/
Deputy Associate Director for

Library Operations .'

National Library of Medicine
Bethesda, MD

Alternate Representative: Naxine Hanke
Cr- otions Control Offiber

lal Library of Medicine
B .hasda, MD

-7
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OFFICE OF LIBRARIES AND LEARNING RESOURCES

Representative: Ray M. Fry
Deputy Associate Commissioner
Office of Libraries'and Learning Resources

U.S. Office of Education
Washington, DC. .

Alternate=Representative: Denny Stephens
Administrative Librarian
State and Public Library Services Branch

Office of Libraries and Learning Resources

U.S. Office of Education
Washington, DC

in addition to the above official lembership of this panel, the .

following individuals participated in meetings of the Federal Representa-

.tives Panel and provided major contributions to the success of the project:

Paul B. Lagueux
Information Systems Specialist
Council on Libr ry Resources'
Washington, DC

Vernon:E. Palmour
Senior Vice President
King Research, Inc.
Rockville., MD

2 b 6

Ruth Smith
Chairman-Elect
LibraryNanagement Division
Special Libraries Association
Institute for Defense Analysis
Arlington, VA
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Special Librarians Task Force ,..

Representatives from statistical interests in the special library

.community were invited and agreed to serve on the Special Librarians

Task Force. These individuals-idenified data elements and terminology

appropriate to the special library community and contributed significantly

to the special library component of the Handbook. The Special Librarians,

Task Force met'for one two-day me2ting in Roulder,'Colorado, during' the

course of the Handbook development. These persons are listed according

to affiliation, location, and title at the time of the project.

AMERICAN ASSOCIATION OF LAW LIBRARIES

Representative: Alfred Lewis
AALL Statistics Coordinator
%LaW Library
University of California,at Davis
Davis, CA

MEDICAL LIBRARY ASSOCIATION SURVEYS AND STATISTICS COMMITTEE

Representative:

NATIONAL LIBRARY OF MEDICINE

Peter Stang]
Chairman
Surveys and Stat -".ics Committee

Lane Medical Library
Stanford University Medical Center
Stanford, CA

Repre.,,entazive: Maxine Hanke
Corrections Control Officer
National Library of Medicine
Bet'aesda, MD 20014.

SPECIAL LIBRARIES ASSOCIATION

Representative.._: Zoe Cosgrove /

Library Specialigt
Office of Instutitonal Studies
University of Southern Caiifornia
Los Angeles, CA
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SPECIAL LIBRARIES ASSOCIATION (continu d)
9

Representatives:

7-1

Mary Frances Hoban
Manager of Professional De'elopment
Special Libraries Association
New York, NY

Ruth Smith
Chairman-Elect
Library Management Division
Special Libraries Association _
Institute for Defense Analyiis
Arlinigton, VA

4 )
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.Initial Project Advisory-6roup

,In addition to the advisors specifically invited to serve on the

above groups, the following individuals were members of the Project

Advisory kGroup for the 1.11.1).c:ry Sntistical Data Base Project' (,funded by

the Office of Libraries and ...,.,arning Resources, Offide of Education, and

The Western Council of State Libraries) upon which the Handbook is

mentally based. This group met for three two-day meetings during the
-41

course of the data base development in Washington, DC; Denver,, Colorado,

and Boulder, Colorado. These persons are listed ,ccording to title and

,.location at the time of the project;

Robert Burns
Librarian for Research and

' Development
.Colorado State University
Fort Collins, CO

r

Anne Marie Falsone
Deputy State Librarian,
Colorado State' Library
Denver, CO

Harold Olsen:
Associate Librarian

r Oberlin Collece
Oberlin, OH

Ottier, members of ithi s

sanu listed on.above groups

Dona'' 'imoson

Di--

Bi. phical Center for
R

CO'

0
EarPaea'Slanker
.ctor ,/

for Research
,flerican Library"Association
Chicago; IL-

Duane/WebsIter
Director 1

Association of Research Libraries'
Washington, DC

group, who are currently serving as advisors
JP

include Ronald DubberlY Katherine Emerson;

Vernon Palmour, and Frank Schick.

In addition to-the above formal membership

ing individuals participated

Group.

ScottBruntjen
Associate Professor and

Head of Public Services
Shippensburg,State College
Shipnensburg, PA

in meetings

of this group, the follow-
.

of the TnitialProject Advisory.

Francs Corrigan
Executive Director ,of

Educa'tion Data Acquisition Council
National Center for Education

Statistics,
Washington, DC
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/

t.Henry Drennen
Senior Program Officer
Library Research and

Demonstration Branch
''Office of Libraries and

Lea ing Resources
Wash' gton, DC

Willis M: Hubbard
Director
Hugh Stephens Library
Stephens College
Columbia, MO

Nicholas Osso
Project Officer
Library Surveys
National Center for Education:

Statistics
Washington, DC,
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Karl Pearson
Assistant Director
California Library Authority'for

Systems and Services
San Jose, CA

Ivan Seibert
Chief
Federal/State Coordination Branch
Division of Statistical Services
National Center for Education

Statistics
f!'5.Washington, DC

Rolf Wulfsberg
Acting Director
Division of Postsecondary and
Vocational Educatiou Statistics

National Center for Education
Statistics

Washington, DC 5
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served as a

Project, and

project:

Scott Bruntjen,
AsseCiate Professor and

Head of Public Services
Shippensburg State College
Shippensburg, PA
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Consultants and,Consultants Panel

the course of the Handbook project, the following individual'

consultant and a visiting scholar to the.Library Handbook/

contributed significantly-to the'overall outcomes of the

The following individuals participated.in a two-day meeting examining

performance measures and evaluatibn, held in Denver, Colorado, during the

development of the Library Statistical Data Base. This group provided

basic inputto many-of the'components employed in this Handbook.

viduayare listed according.to,location and title at the time of the

meeting.

Ellen 0. Altman-
Professor
Graduate Library School-
Indiana University
Bloomington, IN

Michael K. Buckland
Dean
University of California
School of Librarianship
Berkeley, CA

Richard DeGennaro
Director of'Libraries
University of Pennsylvania
Philadelphia, PA

(

Paul Kantor
President
TANTALUS, Inc.
Cleveland, OH

Donald W. King
President
King Research, Inc:
Rockville, MD

Harriet Rebuldela
Head
Acquisitions Department
University of Colorado Library
Boulder, CO

Other participants in this meeting included Harold Olsen and Robert

Burns.
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State-Level

The Colorado State Library Agency

Guidelines Committee, along with other

Colorado, participated in a rev-Um of

as employed in this Handbook. These i

to the concepts of state reporting req

Review

and the Colorado Public Library

publiclibrarians in the state of

the state -level infoimation needs

ndividuals contributed significantly

uirements and the public - library

component as outlined in this Handbook. These individuals are listed

according,to title and location at the

Linda Amagala
Assistant.Librarian
Montrose Regional Library,
Montrose, CO 4-

Ronald L. Bausch
Director
Garfield County Public Libra',"
New Castle, CO

Esther Beamer_
Trustee .P
Pitkin County Library
Aspen, CO

Elizabeth A. Bowers
Director
Weld County Library
Greeley,C0

Evelyn Brewster
Con ultant,
Pub;lic Libraries
Colorado State Library
Denver, CO

Andrith Davis
Director
!bay Ford Public Library,
Rocky Ford, CO

Kenneth E. DOwlin
Director
Pikes Peak Regional Library

) District
Colorado Springs, CO

time tfthe project.

Roger DeVries
Trustee.
Douglas' County Public Library

Parker, CO

Doris Ellis
Trustee
Delta County Public Library
Hotchkiss, co

Anne Marie Falsone
Qeputy State Librarian
rolorado State Library
uenver,'CO !

Donald Gaylord
(Trustee
Pueblo Regional Library District

Pueblo, CO

Marcelee GralaPP
Director
Boulder Public Library.

Boulder, CO

Barbara- Hanzas

Director
Woodruff Memorial Library
La-Junta,,C0

Florence Kirwin
Director
Pitkin County Library
Aspen, CO



William A. Knott- /

Director -

Jeffersort County Public Library*
Golden,*

Harriet Lute\
Di rector

Englewood Public Library
Englewood, cp.

Nick Law.
Networking Consultant
Colorado State Library
Denver, CO

John Rickert
Management Analyst
Division of Management Services
Department of Administration
State of Colorado
Denver, CO

Robert-4. Roehr
Director - '

Pueblo Regional Library District
Pueblo, CO
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O

Henry G. Shearouse, Jr.
City Librarian-and Directbr,'

Public Services
Denver Publio Library
Denver, CO

-Marcene Straub
Trustee

.

Limon Memorial Library.
Limon; CO

Marjorie .Tharp

Librarian
Alamosa Southern Peap Public Library
Alamosa, CO

Georg Van Camp
Director
Mesa County Public Library'
Grand JunctiOn, CO .

Evelyn W. Vratil
Librarian
Limon Memorial Library
Limon, CO
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,Reference Component Evaluation .

The following individuals responded to an evaluation of the reference

0

terminology and concepts employed in the Handbook. Individuals were

members of the American Library Association Statistics fins Reference

Committee at the time pf the evalu

according to title and location at

Nancy W. Bush
Head
Department of Educational Media

Auburn University.
Auburn, AL

Louise P. Kreger
Head of Adult Services
Westport Public' Library

Westport, CT
,

John Mielke
Coordinator,of Reference Services
State University of New York

at Albany (Library)
Albany, NY

Bruce Miller
Administrative Assistant
Northwestern University Libraries

Evanston, IL

ation. These individuals are listed

the time of the evaluation.

Candace D. Morgan
Assistant Administrator for

Public Services
Oregon State Library
Salem, OR

Eugene T. Aeely
Coordinator-o-nPublic Services
University Library
University-of Missouri
Kansas City, MO

Anthony G.
Head
Reference

Special
Stark County Dist-ritl Library

Canton,OH

Yankus

Department anti

Collections

2,9
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Academic Library Pilot Test ,

.
The following individuals conducted a pilot test of the ae9 mic

component of the Library Statistical Data Base, which has been inoor-

porated into the Handbook. In addition to the individuals named, Scott

Bruntjen acted as project director for, the pilot test: Individuals are

listed according to location and:title at the time of the test

C

Robert S. Br4vard
Libr§ry Director ,

Lock Haven State College
Lock Haven, PA

M.-Martha Donahue
Head of Pub,ljc Services
Mansfield State College
Mansfield, PA

Russell J. Emele
Library Director
East StrOudsburg State College
East Stroudsburg, PA

William E.'Lafranchi
Library Di eptor
Indiana iversity of Pennsylvania
Indiama, A

4.
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Critiquers and Etlaluatorsk 1 .

, v
In-addition to members .of specific'groups.asisociated with the

*
,

,

Handbook'deve)opment, and listed ab6e,4'the following individuils pro-
4.

,

vided significant contributions to the outc0g-sof fhis projeCt. These

persons evaluated drafts,of the Handbook or the Commentary.to the Library

Statisttcal Data Base. Individuals are

location' at the time of the project.

Ann A114'n

Chairman
Committee on the Standardization
of Statistical Gathering and
Reporting

University of 4rbn
Akron, OH

Doris Anne Bradley '

.
Serials Catalog Librarian
University of North Carolina
Charlotte, NC

Doris Brown
Associate. Director
Technical Services
DePaul University
Chicago', IL

Yvonne Carter
Education Program Specialist
School Media ResourCes Branch
Office of Libraries and Learning

Resources
Washington, DC

Patricia Coulter
Education Research Specialist
Division. of Information Resources
National Institute of Education
Washington, ,DC

John P. Dessauer
Managing Agent
Book Industry Study Group,,Inc
Darien, CT

236

listed accordfng to title and

/riam Drake
Assistant Director
Administrative Services:-
Purdue.University
West Lafayette, IN

John Edens.
Assistant Director of Libraries,
University of Georgia Libraries
Athens, GA

Gertrude Foreman .

ReferenceLibrarian
Biced.tcal Library
University of-,Minnesota
Minneapolis, MN

F. Q. Lancaster
Professor of Library Science
University, of Illinots

Urbana, IL

James W. LieseneE
Professor
College of Library 'and Information'

Science
University of Maryland.-
College Park, MD

Nancy Lorenzit
Director
Medical Center Libraries

! University of Cincinnati Medical

Center
Cincinnati, OH

Bernice McKibben
Assistant Professor
University of Oklahoma
Library'School
Norman, OK



'Joan `icier e

D'Irgctor'of the Library
Oceanic and Atmospheric

. Administration
Boulder; CO

EleanorMontague-
University Librarian
University of California
Riverside, CA

Ed Myers
`Assistant Vice PresJident'for

Student Life and Devilopment
St. Cloud State University
St. Cloud, MN .

s

Lawrence Papier
Library Research'...and Demon-

stration'Branch
HEW/OE
Washington, DC

Alan Reese
Professor.
School of Library Science
Case Western Reserveliniversity
Cleveland, OH

Galen Rike
aepartment of Library Sdience
Ball State University
Muncie, IN

0"\ 'J

7-

Doug Schmidt
Librarian -

Minnesota Department of Health
Minneapolis, MN

JoAn Segal
Resource Sharing Program Manager
Bibliographic Center for Research

.

'13enver, CO 1

Beatrice Simmons
.Sanior Library:Program Officer.
Office-of Libraries.. and Learning

Resources
Washington, DC-

,

iCectly Surace
Library Director
Rand:Corporation
Santa Monicai CA

Louise Sutherland
Office of Librariesand,Learning
Resoukes

Washington, DC

Erich Welch
Rockford chpol of Medicine
Library of Health Sciences
Rockford, IL

Yvonne Ailff
Hpad
Medical Center Library
University of Michigan
Ann Arbor, MI

4
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INDEX .

Activitjo
measures, 111,
;ate, 1111..234 j

Abbreviated, cataloging -.-see Brief

Abstracts,'250

Academic
calendar", see Predominent calendar-system
course. level, 60; 157
disadvantage, 61; 185
discipline/subject matter--see .0i Seidl ine/

subject'matter,
faculty--see Research/instruction personnel
ledrning resource centerd-see Learning

resource center , -

mintmum acimissiunp rpouirement-bee Minimum

adarisslon requirement
reporting -unit structure, 52, -159-
student ageranges-see Age ranges
student'-counts, f 1, T2T, 160
student credit-hours, 50, 160
student level, 61, 121, 'go

-student major program, 61, 121; 160
eari:16--see also Predominant calendar
system,

Academic library
definition, 157
target group, 60, 158
user group, 121, 159

Academic special library-see Specia.I library
sewing an- institution of poStsecaidary,
ecrucalion ,

Actess (ibi 1 tyj
Collectipn, 75, 177Di a9, 113,:185.
Facility-see Facilities availabnity.

Handicap, 86, 166" -

Service-se&-Service ayailability

Accodnts -
.payable and accrued liabilities, 77, 198
receivable, 77, 198 , ,

o
la*

kcrued liabilities, accounts payable and,
77, 298

Accuracy/127, 335'.

Acquisition(s)
counts, Materials, 115; 216
services ; Materials,,r115, 240-

Activities, Progrimrnatic,"95,,235

,prr
-

ei

Added copy, 117, 161

Added volucte4;17, 161
.1

Administrative
managerial,, prcifessional Executive/ ,

83, 104, 229-
services and administrative 'support . -

services, 96, 241

Admissions requirement, Minimum, 62; 224

Adul t\servicA.(Publi c library di vi
247

Affiliated '
library, 54, 2e1 .
with a religious Troug'Private (legal

control ), 51,, 213

Age .,
ranges, 59, 121, 161
span, School compulsory attendance, 63 :-

255 , / ,..

span, Schcol permiskive attendance 63
257 ., .,

Aides-- Offir'elclerica'1 employee

°-
ative, American Indian or., 59, If,

249

onresidentitsce Non-U.S. citizen '

AlIotments-see Current-fund 'revenue
itategoriet

American National Standards Institute (ANSI)
library 'Statistics standard, 129-131
standard library i denti fi cliti on numb;:r

(SUN), 51, 2:4

Amortization, Depreciation/, 184
. ,

Analysisq Research and
services, 95, 236
transaCtion, '111',- 207

't

;P

Aperiure card, 72, 219-

Appointment', term Of \(personnel), 83, :2E1
'A

-Appropriate
breadth (of collection), 7-4, 176

` depth (of collection), 74, 176-

,,

...A°

5



.Appropriations. : .

,govern.. nta,...-98,,15/
: .

ma by anent organization
?

, 98,

"

1533

.

i
App val plan,

r
.116, 162.,..

'

, reit-

. , ..,

A

Assignable - -tee Assignable square feet.
Gross --sez'Gnost square feet , /
of service-7sec Public.library irimary- ,'

service area , % *,

, .

't .r
Asian dr. Padific Isfanderf-59-,--81%,249

Assets , - , .

Expenditures for capitaT, 100, 195
definition, 77, 198

.

Assignable square 'feet
definition, 1524,0ee also Gross square feet

of shelving, 87, NT '9 -

Assisaane:,
4)StpOent, 84. 104, 267

Efbrary..-see Library technician

Astociate degree:.60, 82, 204

Atlas, 73, '2"22,-see also rizn

Attainment, Educational, 614 122, 187

Attendance'
Age span, School, compulsory, 63,254
`age span, School 'permissive, 63, 257
School average daily, 63, 258 I

. Audio
Card., 72, 220
device, 88; /ea
disc, 72,220
page, 72, 2
player, 88, /
recorder, 88, 190
recording, 72, 220
tape, 72, 220

I

tape duplicator, 88; 190

visual equipmentsee Equipmenttypes
visual, radio, TV. TWEility 87253

A,.;1:6Aty file, 116, 163' (

Automated cataldg:rsee Online computer catalog

-Automated network catalog ord, 117, 170 - -

see. also Bibliographic Utility data base

Availability
Collection, 75 177

Equipment, 88, 185w
.Facility, 87, 19.7

Service,.54, 260 ° °'

°,

; d

B

Baccalaureate College, Academic library
-in a general, 49, 158

Ildchelor!s;degree 60, 82,.204

Balance, Fund, 77, 119, 199

BibilograPhic
data base, 184
data base literature search, 111, 206
service center, Participation in a,

55, 179
utility, Participation in a, 55, 180

Bibliography
defipition, 112, 250

- TdOc of,.112, 25d

Binding and rebinding,1118.' 177 -

Black, nonhispanic, 59, 81', 245:1

4.

`Blanket purchasCOrder, 115, 165

Blind, Deaf -; .59, 62, 203--see also,Visually

handicapped

-

f+rd., library, 52, 245,2
. .. .

- fira and mortgages payable,. notes, 77,*198-

1 Bo k .,

atafoi, 117,16.1 ..

definition, ,74' 14, 115, '219

rade list. Publishers -and,' 250
.tlue, Collection, 71, 173

Book bile, 54, 261---see also Mediamo

I

ile4

Bookmobile sto0,.54,-2$1

430oksock0165

.Borough, control, Count,

Borrowing
'N BUlk,\113267

due from or to other funds, Lnter und.'

198

request (interlibrary loan), 113,

'Bound periodloth 72, 2a.

Braille material, 74, 223

Branch -,

campuSi.,52; 159

library, 54, .242
office (specifIF llbrary

structure), 62,.159

or, 51, 213.

208.
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Breadth
Collection, 74, 75, 176 .

,,

Appropriate (of 711ection), 74, 176
'

Brief; cataloging, 1117 170

Budgetary control: 127, 234

-297-
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.

Nilding,identlfiers/characteristics, 86, 165-

see Also 'Plant
/1

Bulk
borr.wing, 113, 167
lending,114, 167

BuSiness r
or service,organfzation, Spebial library

. 50, 263
I

workers, Profeltional 07, 52, 246

C

Calendar system, Predmilant; 56, 24

Capacity
, Facilities, 87

Seating, 87, :!58

, , Shelvings.87, 262

,Campus
Branch, 52, 159

,institution, 52, 169

in a multi-campus system, 52, 169
Parent institution/main, 52, 159

CaOtal assets, Expenditures for, 100, 1

Capital equipment, .10

Capital

. .

expenditures--see Expenditures fdr

dapital Assets

Card
Aperture, 72, 219.
Audio-, .72, ,220.

catalog, 117, 168,
oy- card copy, Library of Congress, 117, 170

Order, 115,'287

Carrel... 870 259.

Cash,' 77; 198

,a.

in,

.Catalog , .

. .'
defirli,tion,,A17, 118, 161:

information transaction, 111 -205
: maintenance and production services, 96,

240 ..

National Union, 117,: 170
Or union list cooperktive project, Par -

ticipation in a union,'65_ 180
I I

30

Catalog -- continued
Public, 75, 244
record, 117.,.118 269

record, automated network catal
Specjal'; 112,' 262
type; 117, 168

Cataloging\ .

activity. 116, 269
BrieT:117, N470
.Derived,' 117, 169..r
-in-Publication, 11,7, 170

Original, :116, 169i
Services, 96, 240 !

CenSUs date, 59, 121, 17/

og, 117, 170

- . .

Center .

Listening, 88, 190
Learning resoUrce.54, 212
Participation in a bibliographic service,

55, 179 1

Participation in a centralized proceksing,
55, 280 \ - ;

, r

Central
administration; expenditures made by a,

-9S, 195
library, 54, 261
office (Academic reportibrunit structure),

52, 159--see also Main home) office

N.

Cenraliied processing center, Participation)
fn. a, 55, 180

Certificate or diploma, 60)82, 204.

/
Charge--see-Circulaticn,transaction and

Generated income 7

Chart, 73, 222 '

Children's service's, 247.

Circulation
definition, 171 i

1

services, .75, 95,1113, 238
through interlibrary loan = see Interlibrary

loan transactiori.
thro(igh'intraiibrav loan-see' Intralibrary

loan
transaction, 74,'75 113,1/7i
transaction,, Equipment, 113, 189
transaction, Reserve,\13, 272

City control--see Municipality ncludfn

township and city) control

Claim; 172,

...)

Classification.
revision--see Recfassfficadon,
system, 31737/72.

. \

0 .

' 4.



Classified collection, 71,"173

Classroom.
.. facility, 86, 108, 252

teacher, 63,4256

,Clearance-status, Security, 54, 64, 215

Clerical employel, Office/, 83, .104, 231

Clientele --see User group

Colliction
accessibility, 75, 177
3vailability,,75, 177
book value, 74 173
breadth. 74,75, 176
breadth, Appropriate, 74, 176-

categories, 71, 173
Classified, 71, 173
counts, 71, 176
depth, 74, 176
depth, Appropriate, 74, 176
development services, 55, 95, 114, 239

expenditures--see Collection resource

expenditures
General library, 71, 75, 114, 173

Leased, 222
Literature search of, 111, 206
maintenance services, 96, 118, 241

Nonprint, 71, 174
Off-site storage, 71, 75, 114, 174

preser4ation-see Preservation
Reference, 71,-111, 273
relevancy, 74, 276

Rental,. 251
Reserve, 71, 274
resources, 71; 75, 176

resources expenditures, 99, 295

resources maintenance activity, 118, 177

resources maintenance services, 96, 118.

Special, 71, 174
utilization, 75, 277

_ -.298-

College
Academic library, in a comprehensive, 49,

157
Academic library in a general baccalaur-

eate, 49, 158
Academic library in.a two-year, 49, 158

years completed (education attainment),

61, 188

Combined
.

authority list or file, 116. 183.

elementary-secondary school, 50, 255

Community referral
,services - -see-see Referral services
transaction, 111, 207

Compensation, 83, 84, 194

Competence, Staff, 127, 234

Comprehensive college,, Academic library in,

49,.157

Compulsory attendance age span, School,

63, 255

Computer
catalog, Online, 117, 168

device';, 88, 108, 190
input/Output device, 88, 191
material, 72, 220,

printout 72, 220

terminal 88, 291
0 .

Condition code (building/facility), 86, 166 .

Conditions of employment,..83, 228

Consortium, network and/or cooperative

endeavor, 55, 179

Construction, Year of (building/facility),

86, 166

Contact, Information, 111, 205

Continuation order-=122 Standing order

'Contract(s),.' i.

Government grants and, 98,,,182
Private gifts, grants, and, 98, 182

242 Cdniracto, 64, 123, 256

Commercial,or industrial organization, Special

library in, 50, 263.. .

Community-collegi- -see two-year college

Contributed
materials, 180
(volunteer) services, 84, 99;104,

195
s.

Contributions- -see Private

contracts

Control
Budgetary, 127, 234

Legal..51, 313
Materials organization and, 55, 240..

service, Serials, 96, 240

gifts, 'grants, and

b

Conversion, Materials, 118, 178--see also

Reclassification

Cooperating,. library; 55, 280

.3
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Cooperatiorr-see 6onsortium, network, and/or

cooperativeeendeavor

Cooperative
activities,-Pirticipation in local, 55, 179
activities, Participation in regional or

intrastate, 55, 179..
endeavor, Consortium,network, and/or, 55,

179 .-
project, Participation in A union catalog
or union list, 55, 279

Coordinative and leadership activities, 96,
.242

Ccrr Added, 117, 161'

Copy cataloging-See Derived dtaloging,
.

Copier/duplicator, Printer/, 89, 193

Corporate name of parent organization or
sponsor, 54 214

Cost(s)
Estimated building/facility replacement,

. 86, 166
Labor, 111, 234
PrOgram expenditures, direct, 99, 294

Course level, Academic, 6Q, 157

Counts
Academic student, 61, 121, 160
Collection,. 719.174
Employee,-61, 63, 121, 168
Full-time equivalent, 81, 104, 1
Head, 59, 81, 84, 104, 105, 118,

;123, 188
Materials acquisition, 115, 216
School -student-, 63, 258

County or borough control, 51, 213

Credit hours., Academic' student, 60, 160

08.188
121, 122,

Cross-reference, 181

Cultural
disadvantage,
educatiOnalandl#ormation serVices,

95, 235
events program,' 95;237
recreational, and .educational services,
.95, 112, 236

Current-fund
'balance., 77, 199
expenditures for capital assets, 100,

revenue categories, 98, 119, 182
,sourceNse format, 101, 183

195

0,

D

Daily attendance, School average, 63, 258

Daily membership; School average, 63, 258

pata !lase
definition, 112, 15%.,
literature search, 0ibliographic, 111, 206

Day, School, 56, 255

Days open to user group--see Service avail-
ability

Deaf-blind, 59, 82, 203--see also Visually

handicapped

Debt service, 184

Deferred -

charges, Prepaid expenses and, 77, 198

.
revenues, 77, 199

Degree-see Educatidnal attainment and Highest

degree offered/obtained

Delivery services, Interlibrary, 95, 239

I

Deposits, 779(290

DeOreciation/amortization, 184

perived cataloging
. definition, 11/, 169.

Soukes of, 117, 170

Depth, Collection
definition, 74, 176
Appropriate, 74,-176

Development services, Collection, 95, 114, 239

Devices--set Equipment types

-Dewey decimal classification, 116, 172,

Dial access, 113,.165

Disadvantage status, 60, 121, 185

District control, School, 51, 213

Diorama, 73, 222

Diploma, Certificate or, 60, 82, 204

Direct costs, Program expenditures, 99, 134

Direttional lransaCtfon, 205



Disc
Audio-, 72, 220
Video-, 73, 221

Discharge -- see Circulation transaction

Discipline /subject matter, 60, 61, 63, 74,

121, 122, 123, 185

Display device, Electronic, 88, 108, 191

Display material, Electronic, 73, 221

Dissemination of information, Selective

activity, 1.12, 259
services, 95, 236

Distribution services.
Equipment, 95, 238
Media, 95, 238
Resource, 95, 237

Division
Graduate/professional, 60, 157

Lower-,.60, 157
Public library user, 247
Upper, 60, 157

Doctoral degree, 60, 82, 204

Doctoral - granting. institution, Academic

library in a major, 49, 157

Dollar amount; 77, 186

Dollar equivalency, 77, 84, 186.

Dollar equivalencyOf contributed (vOlunteer)

services--see Contributed (volunteer)

services

Domesticnongovernment publication, 75, 99,

115, 217

Donated .

material--see Contributed material
services--see,Contributed (vounteer)

services

Dry-carrel, 87, 259

Duplicator
Audiotape, 88, 190

'Printer/copier, 89, 123

Duration, Transaction, 111, 233

Economic disadvantage, 60, 185

Education programs, General, 95, 236

Educational attainment, 61, 82, 122, 187

Educational services, Cultural; recreational,

and, 95, 112, 236

EffeLtiVeness-;see Performance measures

Electronic display
device, 88,.108, 1.91
material, 73, 221

Elementary
school,49,,254
school years completed
attainment), 61, 187

-secondary school, Combined, 5D,

Employee(s)
competence-.see Staff-competence
counts, 61, 63, 121, 188
definition, 188, see also Personnel

resource categories
Exempt, 99, 123 .

morale--see Work environment /staff -

morale
Nonexempt, 99,,226
Research/instruction,- 61 121, 122, 123,

252
time--see-Person time

Employment categories
of adult population, 62, 122, 246
of library personnel- -see Personnel

resource categories

Employment, Personnel condition&W, 83, 228'

(educational

Endowment
and similar fund balance, 77,-799
income, 98, 182

English, proficiency with, 59, 212

Enrollment, School grade or year, 63, 122, 258

Entrance requirement- -see Minimum admissions.

requirement-

Entry, 112, 189

Environment,. 48-56--see also Work Envirbn-

Mint/staffmorale

Equipment -'
availability; 88; 189 ,

.

circulation transaction, 113, 189
distribution services, 95, 238
identifiers, 87, 1D8, 189
noncapital, 99, 194
ownership status, 87, las

rental, 87
types, 88, 108, 190

c..%) (1.
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Equivalent ( -ties)
counts, Full-time, 81, 104, 108, 188

Dollar, 77, 84, 105, 186
Volume; 71, 271

Estimated building/facility replacement cost,

86, 166

Ethnic identification, Race/, 121, 249

Everits programs, Cultural, 95,237

'exchange
and delivery services,

95, 113,239
Gifts and, 201 .

Executive/administrative/managerial profes-'
sional, 83, 104,229

Exempt employee, 99, 2.23--see also Profes-
sional

Exhibit, 73, 112, 222

Expenditure(s)
categories_and_transfers, 194-196
Collection. resource, 99, 195
(direct costs), Program, 99, 194
for capital assets, 100, 195
made by a central administration, 99, ,94
made by another' agency, 99, 195
made by the parent organization, 99, 195

Interinstitutional,

Extension of library services, 196

.F

Facility(-ies)
availability, 87, 197
'capacity, 87--see also Assignable square

feet 'and Gross iTuare feet
characteristics, 86, 265--see also Room

use categories
measures, 107-109, 233
replacement cost, Estimated building/, 86,
266

resources, 85-89

Fact-finding transaction, 111, 206

Faculty--see Classroom teacher and Research/

instruciTil personnel .

Family income, 62, 122, 246

Federal
agency (reporting-unit structure), 52, 245
agency, Special library maintained by and -.,-

serving a, 50, 264--see also National
library-,

_

control. 51; 213
library -4see Special library maintained by

and serving a Federal agency

8 0 .1-

Fees--see Generated income and Tuition and
Fees .

.
.,

Feet
Assignable square, 86, 108, 162

Gross square, 86, 201
of shelving, Assignable square, 87, n62
of shelving, Linear, 87, 262

Fiche
catalog, 117, 168
definition--see Microfiche

Fictibn, 197

File
' Authority, 116, 163

material, Vertical, 72, 219
Reference, 71, 173
Vertical, 71, 173

Filled (interlibrary.loan)
borrowing request--see Requett filled
within user specified time

lending request, 114, 209

Film--seeHMotion picture film and Microfilm

Filmstrip
, or filmstrizilet, 73, 221
projector diforviewer, 88, 192

'Financial
management and operations, 96, 243
measures, 97-102, 233

. resources, 76-78, 197

First professional degree, 60, 204

Fiscal period, 56, 199--ee also Financial

Fcr-profit, Private control, 5, 213

Foreign nongovernment publication, 115, 217

'Format
Materials, 72-74, 99, 114, 118, 213
Original, 114, 209
Reproduced, 114, 209

4-1-4 plan, 56, 232

Four-year senior high school, 254

Fringe benefits, 83, 194

Full-text
retrieval data base, 184
retrieval transaction, 113, 200



FUll-time equivalent
student), 160

Full-time equivalent
81, 104, 108, 188
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(FTE) counts, (Academic

(FTE) counts, (Employee),

Functionally iiliterate, 60, /Els

Fund(s)
balances, 78, 119, 199
for renewal and replacement,18, 199

for retirement of indebtedness, 78, 199

Restricted, 98, 252
revenue categories, Current, 98, 119, 181

Unrestricted, 98, 252

General
baccalaureate college, Academic library

a, 49, 158
circulation services; 95, 238
circulation transaction, 113, 172
education program, 95, 236
library collection, 71, 75, 114, 173
reference collection, 71, 173
use facility, 87, 108, 253

Generated income, 98, 182

H

Handicap(ped)
access (facility), 86,166
category, 59, 82, 121, 203
Special education school for the, 5G, 255

Headcount, 59, 81, 84, 104, 105, 118, 121,

122, 123, 188

Headquarters, Library, 214

Health
'handicapped, 59,,82, 203
safety, and security services, 96, 243

Hearing handicapped, 59, 82, 203

High school
definition--see Secondary sIhr.:;)1

in
years, compleia (educational attainment),

61, 187

Highest degree offered /obtained, 0, 204

Hispanic, 59, 81, 249

Holdings--see Collection

Hologram, 73, 221

Home offices - -see Main (home) office,

Hours
Academic.student credit, 60, 160
Information service, 112, 207

Household workers, Service and, 62, 246

Gifts and exchanges, 201

Gifts, grants, and contracts, Private, 98, 182

Globe, 73, 221- -see also Map

Government(al)
.agency, Special library maintained by and

serving a, 50, 64, 122, 26
appropriations, 98, 181
grants and,contracts, 98, 182 .

officials; 64, 122, 265
publication, 115, 217

Grade or year enrollment, School, 122, 258

Graduate
/professional division, 60, 157

students, 61, 121, 160

Grants and contracts
Governmental, 98, 282
Private gifts, 98, 182

Graphic or reproduction device, 89, 108, 193

Gross square feet, 86, 201

Group transaction, 111, 112, 205, 207

resources

I

ISBN--iee International Standard Book Number

ISSN--see International Siandrrd Serial Number

Illiterate, functionally, 66, 185

Income
Family, 62, 121!,'246
(of library)--see Current-fund revenue
categories

Incomplete high school, 254

Indebtedness, Funds for retirement of,

78,199

Independent, Nonprofit (legal control),

51, 213

Independent special library, 50, 644 123, 264



Tudex, 250

Industrial organization, Special library
a commercial or, 50, 263
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in Joint
acquisitions- -see Materials acquisition

counts
library, (Academic reporting-unit struc-

ture), 52, 159
library,'(Special reporting -unit structure),

54, 266

Information
.area, User., 86, 253
contact. 111, 205
Selective dissemination of, 259
service houhs; 112, 207
services, 55. 95, 111, 235
services, Cultural, educational, and, 95,

235

Input/output device (computer),. 88, 191

Institution of postseccndary education, Special
library serving an, 50, 53. 263--see also
Academic library _

Instruction employee, fesearch/, 61, 63, 54,
121, 122, 123, 252 -

Intellectual:dimension (othe collection),
#4, 176

interbranch loan--see Intralibrary loan

Interfund borrowing due from and to other. .

funds, 77, 198

Interinstitutional exchange and delivery
services, 95, 113, 239

Interlibrary cooperation--see Consortium,
network, and/or cooperatWiendeavor.

Interlibrary loan
borrowing activity, 75, 113, 208

definition, 208'
lending activity, 114, 208
services, 55, 95, 239

'International Standard
Book Number (ISBN), 209 .

Serial Number (ISSN), 202

Intralibrary loan, 113, 209

Intrastate cooperative activities, Partici-
pation in regional'or, 55, 179

Investment(s)
definition, 77, 198
in plant, Net, 78, 199

Issue, 209

N :0 7

J

Junicr college7-see Two-year college

Junior high school, 49, 254

Junior- senior high school, 49, 255

K

Kit, 74, 22--see also Filmstrip or filmstrip

set

L

Labor cost, 111, 234

Laboratory facility, 86, 108, 252

Lag time, 75, 111, 233
4

Language proficiency, 59, 121, 212

Leadership activities, Coordinative and;
96; 242

Leaflet--see Pamphlet

Learning resource center, 54, 212--see alsc
School library/media center

Leased col3edtio'n, 212--see also Rental

collection

Legal control, 51, 213

Lending - -see also Circulation services
activiT)7T7iTTrlibrary, loan, 114, 208

Bulk, 114, 167
reqUest,(interlibrary loan),- 75, 114, 208

Level :r
Academic course, 60, 157
Adadenric studght, 61, 121, 160
of research involveMeni, 61, 63, 64, 121,

122,-123, 252

Liabilities, 77, 198

'Liaison activities, 96, 242

_Librarian. 83; 104, 230



4.

_Library
Academic, 49, 55, 60-61, 121, 122, 157
,Affiliated, 54, 261
agentyState, 52,245
assistant--see Library technician
board, 52, 245
Branch, 54, 261
Central, 54,,,261
collection,(General, 71, 75, 114, 173--see

also Collection categories
Cooperating,.55, 180
definition, 213 .

headquarters, 214
Adentification'number, American National

StandardS Institute Standard, 51, t/4
identifiers, 51, 214
Joint, 52, 54, 159, 268
location, 51, 214
/media center, School. 49, 55, 62-63, 122,

254
of Congress card or card copy, 117, 1.0
of Congress'tlassification, 116, 172
Public,°49, 52, 54, 55, 61-62, 122-123, 244
professional, Specialist/. 83, 229
School--see School library /media center
Special,gr, 53-54, 55, 63-64; 122, 263
technician, 83, 104, 230
types, 49-50

Linear feet of shelving, 87, 262
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List
Authority file or, 116, 163
cooperative project, Participation in a

union catalog or union, 55, 180

Serials, 117, 168

, Listening center, 88, ..tv.,1

Literature search transaction, 111, 206' ;

Loan
Intralibrary, 113, 209
services--see Circulation services
services, Interlibrary, 55, 95, 113-114, 239

Local
cooperative activities, Participation in,

-55, 179
government agency, Special library maintained

by and serving a, 50, 264
public school system, 53, 757

-Location (of library), 51, 214

Logistical services, 96, 243

Lower division, 60, 157

Machine..
assisted reference services, 95., 235
readable data base--see Data base
readable data base 111"&ature search-see

Bibliographic data base. literature search .

Magnetic storage, 72, 220

Magnified material;-Projected or, 73, 221

Magnifying device, Projecting or, 88, 108, 192

Main campus, Parent institution /, 52, 159

Main (home) office, 53, 265

Main library--see Central library
.

Maintenance
and production, Catalog, 96, 240

Collection, 241
Plant- -see Physical plant services
services, Collection, 96, 118, 241
services, Collection resources, 96, 118,

241
services, Stack, 96, 241

MajOr doctoral-granting institution, Academic

library in a, 49, 157

Major program, Academic student, 121, 160

Management services, 96; 2421

Managerial professional, Administrative/
executive/, 83, 104, 229

Mandatory transfe, -out, 100, 195

Manpower resource categories--see Personnel
resource categories

Manual workers, 62, 246

Manuscript,./4, 223

Map, 73, 222--see also Atlas and Globe

Master's degree, 60, 82, 204

Material(s)
acquisition counts, 115, 216
acquisition services, 55, 96, 115-116, 240
conversion, 118, !78-.-see also Collection

resources maint
format, 72-74, 99, 114, 115, 218 .

organization-and c ntml services, 55..96,
116 - 118,.241

Precataloged, 117, 70

0 8



Media
center; SChool library/,.49, 55,

122, 254
distribution services, 95, 238

-mobile; 54, 261
mobile stop, 54, 261
professional; 83, 103, 230
technician, $3,193, 230

Mentally handicapped, 59, 82, 203

,

fiche,' 72, 219
film, 72, 219
film catalog, 117, 168
form, 99, 115, 219 ,

form reader or reader/printer,

Middle school, 49, 254
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62-63,

Net investment in plant, 78, 199

Network
and cooperative endeavor, Consoriiurd, 55,

179:

catalog,record, Automated, 117, 170

New library, 226

Newspaper, 72, 219

Noncapital eqUipment, 99, 194.

Noncertificate student,- Nondegree/nondiploma,
61, 121,'16O

88, 192 ,
Noncirculated volumes reshelved, 75, 112, 113,

Nondegree/nondiploma/noncertificate student,
61, 121, 160

Minimum admissions requirement, 60, 62, 224

Mobile unit--see Bookmobile and Mediamobile

Mock-up, 73, 222

Model, 73,,223

Monograph, 225

Month
Service, 84, 104, 118, 188
Typical, 269

Morale, work environment/Staff, 127, 234'

Mortgages payable, Notes, bonds, and,77, 198

Motion picture film, .73, 221

Motion picture projector, as 192

Multi- campus system, eampus in a, 52, 159

Multihandicapped, 59, 82, 203

Municipality (including township and city)

control, 51,.21.3

Music score--see Score

N

Name author!ty 1st or file, 116, 163"

-National library, 50, 263

National Union Ca log, 117, 170

Nit assignable area -set Assignable square
feet

Nondiploma/noncertificate student, Nondegree/,
61, 121, 160

Nonexempt employee, 99, 226--see also Personnel

resource categories

Nonfiction, 226

Nongoverrnent publication
domestic, 75, 115, 227.
'foreign, 115, 217

/4 6.

Nonhispanic, black, 59, 81, 249

Nonhispanic, white, 59, 81, 249'

Nonmandatory transfer-out, 100, 195

Nonprint
collection, 71, In
materials, 226

Nonprofit,independent (legal control;, 51,.
213

Nonpublic control -=see Private (legal. control)

Nonpublic school system, 53, 257

Nonresident'alien, 81, 214

Notes, bonds, and mortgages ,Dayab12, 77, 198

Number of transactions,111,,233

rriumeric data base, 184

309
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Object of expenditure, 99

Obligation--seeLiabilities

Occupational/vocational schtaI-;-see also

Vocational-technical school
Acadeiric library in'a multi-program, 49,

158
Academic library in a single-program, 49,

158

Off-site storage
collection, 71, 75,114, 174

. facility, 87, 253

Office/clerical employee, 83, 104, 231

Officefacility, 86, 108, 252

One-teacher school, 49, 254

Online computer. datalog, 11,1.68

Open stack /reading room, 86, 253

Operating expenditure--Les. Program expendi-'

tures. (direct casts)

Operations effectiveness,'127;
234

Order
Blanket purchase, 115, 165

card, 115,_227
Purchase, 115,-247,
Standing, 116, 266'

Ordering services, 96,

Organization'
..and control, Materials, 55, 96, 116-118, 241

-code.(of parent organilation), 51, 214

'control- -see Legal cpntrol

Original ,

cataloging,.116, 169
format, 114,'209

' Orthopedically handicapped, 59, 82, 203

Outcome measures, 127, 235

OutlEt, Service, 54, 260.

Output device (computer)/Input, 88, 191

'Overhead transparency, 73, 221

Ownership status, Equipment, 87, 189

z

P.

Pacific /slander, Asian or, 59, 249

Page, Audio, 72, 220

Page/siuslent assiitant/shelver,'83, 101, 231_

PalzMilete

Paraprofessional-see Library 'technician,,

/

Parent organization
Appropriations made by, 98, 183

Corporate name 4f;'51, 214
Expenditurei made by, :79, 194-
/Insttiution, 52, 159
Organization codex -see Organization code

Part-time counts--see Full-time equivi:ent

- (FTE) counts
.

Part -time. employee, 83, 228

Partnership, Special library in a, 50, 263

Patron- -see User group

:Payable
and accrued liabilities, Accounts, 77,

/CC/ .1. .

gates, bonds, and mortgages, 77, 198

Performanzemeasurer, 127,.234

Period, Fiscal, 86, 199

Periodical, 72, 114, 115 .

check-in services--see Serials control

services
definition, 218

Permissive attendance age span, School, 63,

257

Person time, 75, 10, 234 0

Personnel
conditions of employment, 83, 228
identifiers/traits, 81, 82, 228.

measures, 103-106, 233 .

resource categories, 83, 104, 229--see also

Employee and Staff
services, 96, 243

Phonodisc--see Audiodisc

Phonograph record--see Audiodisc

Photographic device, 89, 108, 193.



F

Physica1"plant operations, 96, 244--see also_

Plant

Physical processing.
definition, 118, 231
services, 96,.,241

Physical unit, .71,_114, 11,tp 175

Pictorial representation, 73, 222

Picture, 73, 222

Picture film; Motion, 73, 221
_

Picture 'projector, Motion, 88, 192

Plan, Approval, 115, 162

Planning and program d'evelopment,A6,

Plant (asset), 77, 138

Plant funds unexpended, 78, 199

Plant maintenance-see Physical plant

operations

Plant, net investment in, 78, 199

Plant operations, Physical, 96,'244.-

player, Audio, 88, 19.0

Player, Videotape, 88, 192

Pledges receivable, 71,'198

Policy effectiveness, 127, 234

Paints, Service, 261

A

Print and print facsimile material, 72, 232

Print (or printed) material, 72, 115, 218

Printer
'

/copier/duplicator, 89, 193

Microform or-reader/, 88, 192

-

Printout, Computer, 72, 220..
A

Private
(Legal control), 51, 213
.gifts, grants, and contracts, 98, 182
sector, Special library in a; 50, 53-54, 55,

4 63, 122, 263

Processing
center, Participation in a centralized, 55,

780
Ceucralized, -280

242 Physical, 118, 231
services; Physical, 96, Nil

Postsecondary education, Special library in

an institution of, 50, 53, 55, 63, 122,

263--see also Academic. 1-14rary

Precatalogued.material, 117, 170

Predominant calendar system, 56, 232

Prepaid expenses znd deferred charges, 77, 198

Prepartionsand maintenance", Materials-see
Colleciion resources maintenance

services-

Preservation, 118,178

Primary language,,59, 212

Primary service area:Public library, 54,y61,-

-245.

Production services, Ceplog maintenance and,

96,-240

Productivity, 127, 234

Profesiional
affiliations or appointments: 82, 229
and business worker, 62, 246
degree, First, 60, 204
division, Graduate, 60, 157
Executive /administrative /managerial, 83,104,

229
institution, Academic libraryin a spe.-

cialized or, 49, 158
organization, Special library'in a trade

SperCian 6t2/13ibrary, 83, 104, 229'

Proficiency, Language; 59, 212

Profit (legal control), Private for-,51,

2;3

Program(matic)
activities, 55, 95-9§, '235
Cultural events, 95,N1Z7
development, Planning and, 96, 242
expenditures (direct costs),, 99, 194

General education, 95, 236
measures, 233-235

Projected or magnified materiat,. 73, q21
01

Projecting or magnifying device, 88, '08, 192

Public catalog, 75, 244

Public (legal control), 51, 213

to



Public library'
-
deftnition, 49,52, i5,
,primary sOvice area 54, 61, 245

Ireporting-unit structureft52. 245
target group; 61-62, 246
usel. division, 247
user grtuf? 122-123,'247

Public relations and development, 96,'242

Public school system, local, 53, 257

Public services--see Cultural, educational,
and information services and Resource

distribution services

Publication
Domestic "nongovernment, 115, 217

Foreign nongovernment,-1-15;
Government, 115, 217

Publisher source, 115

Publishers and book trade list, 250

Pupil, 256.

Purchase order
Blanket, 115, 165
definition, 115, ^24?

, a

Quarter, 56, 232

Ri
Race/ethnic identification,I59, 81, 121,' 249,

Radio, TV facility, Audiovisual, 87, 253

Rate, Activjty, 111, 234

)

Reader or reader/printer, MicrofO4n, 88, l.2

Readers and 'research advisory
-services, 95, 232
transaction, 111, 206

Reading room, Open static/. 86, 253

Reading/study room, 86, 253

Ready reference collection,' 71, 273

Realia, 73, 223

Bebinding,.Bibdinnd, 118, 177

Retataloging, 117, 170

Receipts - -see. Current-fund reyenue categories

Rec9iyinie
Accounts 77, 198
Pledges, 77-,6196

Receiver, Television, 88;-192

Reclassification, 116, 171

Record, Catalog, 118, 169'

Recorder,
Audio-, 88, 190
Videotape, 88, 191

Recording, Audio-,'72, 220

Recreatidnal, and educational services,
-Cultural, 95, 112, 236 ,

Reference
collection, 71, 112, 173
entry - -see' Cross- reference

files, 7T7/73
services- -see Information services
.transaction; `111, 205 -.

Refetral
services, 95, 236
transaction, III, 207

Regional4(legil control), 51,.213

.Regional-or intrastate cooperative services, /

PartiCipation in, 55, 179

Reimbursed services, 251

Aelevanty, Collection, 74, 176

Religious groUp, Private '(legal
affiliated with a, 51, 213

'Renewal
and replacement, FUnds for 78, 199

transaction, 113, 200

control),

Rental
collection. 251
Equipment, 87

Replacement
Cost, Estimated building /facility, 86, 245'

_"Funds, fOr renewal and, 78, 199

'Reporting-unit structure
Academic, 52, 159,
Public library,52, 245
School,-531:257'
Special librarY.- 53, 264

ReproduCed format, 114, 209

I



-309 -

3

Reproduaibn device, Graphic and, 89, 193, S.

.7 Request (interlibrary loan) ,

Borrowing, :11? 208 -

Filled within mser specified tiMe, 113, 208
Filled (lending), 114, 209
Lending',. 114, 208

Requirement, Minimum admissions, 60, 62, 224
. .

Research advisory
services, Readers and, 95, 235
transactidn, Readers and, 111, 206

Research and analysis .
services, 95,. 236'
transaction, 111, 207

Research/instruction employee, 61, 63, 121,

123, 252
.

Research involvement, Level of, 61, 63, 121,

123, 252

Safety and'security services, Health, 96,,

243 . .

Salaries and wages, 99, 294
,

-Sales and service workers, 62, 246

average daily attendance, 63, 258
averagedailxmember§hip, 63, 258
calendar- -see Predomiriant calendat system _

classrolm-Zlie Classroom. facility
completed (educational otaipment)--see.
Educational:attainment

comp4lsory attendance adespan,;63, 255-
day, 56, 255
definitfoh 254
district(legal control); 51, 213
entrance requirement7-See Minimum. admissions
.7-2qUirement / s.

'grade or year enrollment, 63, 25'6
hours- -see School day

School . '

Reserve' .learhing resource-center--iee Learning:

circulation trantaction, 113, ;72 I ... resource 'center

colleCtion, 174

services, 95, 238

Reshelved, NoncirCilated volumes, 113.;:-112,.226

Resource(x)
categoriesPertonnel, 82, 229

es'. 'center, Learning, 54, 212
Collection, 71, 114, 176
distribution services, 95, 237
effect-lift/Vs, 127, 234
Financial, 76 -78, 197
naintenance service, Collection, 96, 241
sharing--see Consortium, network and/or

cooperative endeavor

Restricted funds, 98, 252

Restriction categories, Revenue, 98,252
. .

Retirement of indebtedness, Funds for, 78, 199

Retrieval--see Full -text retrieval transaction,

and Search.

Revenue
categories, Current-fund, 98, 181

deferred, 77, 99,.199-
restriction categories, 98; 252

Revisions, Clastfication--see'Reclassification

Room use categories,.86, 252

-Rur61-community ,-Publ4c library in a, 49, .105

library/media tente, 49, 55, 2;56
permissive attendance age span, 63, -257-

'reporting -unit structure, 55, 247
student, counts, 63, 258
system, local,public.,-53, 257
system, nonpublic, 53, 257 -

term, 258
year, 258
years completed - -see Educational attainment

School library/media center
definition, 49,,56, 256
target group, 62 -63, 256

user grou0, 122, 256

Score, 74, 223
.

Search
transaction, Literature, 111, 206
(Selection dissemination of information,

- 112, 259 - ,

searching and verification services, 96, 240

Seating capacity, 87, 258

Secondary'sqhcol
Combined eleme Lary -, $0, 255
definition, 49;7254

Secretarial/cle ical employee, 23, 104,2231

Security clear nce.status, V, 265

-Security-ser ices-,Health-and safety, 95, 243

A



"See qlso" reference,' 181

"See'reference,./9/

Selective disseminatiOn of, information

activity, 112, 259
search, 112259

4 .:-.:servies, 95, 275
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Semester,, 56, 232

Senior high school, 49, 254; 11,

Senior,high school, junior -, 49, 25

geri41(s)
authority .list or file, 116, 163
control services, 96, 240
definition, 72, 218
list, 117, 168 ';

.

:services, 72, 219--see also SubscriptiOn

Service(s)
J

and household worker, 62, 24q

area, Public library primary, 54, 245
260-°-

Center, Participation in la bibliographit,

55; 179
,CoOtributed.(volunteer),!99, 104, 105, 195'

iemOloyee, 104, 231
hours, 54, 26'0

.Flours, Information ,r 112,207
(libraryseeerogrmnnatic activities
month, 81, T18,1288
organization,. Special library in a business

`N, or, 50, 263
outlet, 54,260
point, 54, 261
suppliei and, 994 194
workers, Sales and,62;, 246

221 7,-'see also
.e.

Set,. Filmstrip or Almstrip; 73,

Kit. . ,

::. '

'Sex, -59, 81;,121, 262

,Shelver, Page/student assistant, 83; 231

0
1

ShelVing capacity,)87 262 i.
-,.

Simulation material's' 73, 223

Single- campus institution, 52, 159

Academic library in a, 49, 158---3

Single program occupa ional/vocatiGnal school,

'------Single site organization, 53, 265
t

\\Single term, 56,232ter m,,56,

-,
-.

f

Sli4e.
definition, 73,, 222. .,

projector o0iewer, 88, 192

Sound recording-riei Audiodisc

Source ."
of cempensation, 83, 228
of derived cataloging, 117, 170
of funds--see'Current-funCrevenue.

categories
Publist:er, 115,,2/7

Special catalog
definition, 262 \
%opic-of;112, 269

Special C011ection, 719:174

Special,educaticn school for handicapped,

,1 50, 255

Speiial library
definition, 263'F°

reportingkinit structure, 53, 54, 264 -66

target group, 63, 64, 265

user grot/; .122, ),231295

Special.services, 95, 23?

Special useacility, 87, 198, 253

Specialist
/library prOf4ssional, 83,,229
Subject, 83, 230

SPeech'.handitapped, 59; 82, 203

Square feet
Assignable,'86;t108, 162
Gross, 86, '162,
.of shelving, Assignable, 87, 262

Q 4

Stack A
definition, 86; 253
maintenance services, 96, 241
/reading room, Open, 86,' 253

Staff-1-see ils
;

ployee and Personnel

competence,
morale, Work environment/9 127,-234

Standard Library'Identification Number,
American National Standards Institute,

51; 214
,

j_

Standard Metropolitan Statistical Area

- (SMSA)51, 215

'Standing (continuation) order, 116,.2c1
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f
A

r.

State

.j . Department of Education,P, 257
education agency, 53, 257'
library; 280--see alto Special library
maintained bran serving a s ate
governmentagency

library agency, pg, 245 ,.

or territorial nofitrol, 51, 2.

Sterotaph, 73,'222

Stop
Bookmobile, 54, 261
Mediamobile, 54, 281,

S;, rage .

collection, Off-site, 71, 174'

. facility, Off-site,.87, 253

Strip- film - -see Fi-listrip* filmstrip set
-

Student
assistant, 84,267
counts, Academic, 61, 121, 160
counts, School, 63, 258
credit hoursz'Academic, 60, 160
.lavel,ficademic,,B1, 121, 160
major,programi Academic, 61, 121, 260

14

Tape
Audior, 72, 220
dupliCator, Audio-,88, 190
recorder, Video-, 88, 191 -

lr Video-, 73, 221

Teacher, Classroom, 63, 256

Study facility, 86, 253

Subject'.
authority list or file, 116, 163

,tv!ading, 267
matter, Discipline, 61, 74, 121, 185, 252

specialist. 83, 229

SubscriptlOn,(A15, 267r;see also Serials '

serVitiT

Superintendent of Documents classification,

116, 17141

Supplies .and-services. 99, 194.

Ssppert services, Administrative services-and
administrative, 96, 241

Supporting facility, 87, 108, 253

System, classification, 116, 172

tooz:,

Target group.
Academic library, 60, 158
definition, 268
identifiers /traits,, 59, 268
Public library, 61, 246
'SchooT library, 62, 256
Special library, 63, 64, 265

Technical:employee; 83,'230

Technical" school, Vocational, 49, 255r-see,
alto.Academic library in a multiprogram
occuaptional/vocaticnal school and Academic
library in ,a sin§lii,program occupational /

vocational school .

Technical services, 960J

Technician
_ibrary, 83, 230
Media, 83, 230

Television facility, AUdiovisual, radio;
87, 253 -.

Television eeciver, 68, 192

TeleWriter, 88, 192

Term
of appointment (personrel), 83, 228
(school)-'-see redominznt calendar system,

Terminal, Comout r. 88, 191

1

Territorial control, State or,"51, 213 --11

'Text ,retri,-Ial--see Full -text retrle'al. :'

transaction'

:Three-dimensibmal material, 73, 222

Time = .

Lag, 111, 233v-see-also Transaction e.,Jration
Person, 111, 234

Timeliness, 127, 235

Title; 71, 74, 114; 0..2/75

Titles added, 114, 115, 175

Titles removed, 114, 175 .

Topic,of bibliography or special catalog,

112, 269

Townshic control 'see Municipality Ajncluding
township and citTcontrol

Trade.list, Publisheri and book; 250



Trade.or professional organization, Special

:library in a, 50, 263

Transaction
Borrowing (jnterlibrar loan), 113;208

Bulk bdrrowing, 113, 117
CircUlation, 74, '5, 113, 171

duration, 111,.233
Eggipment circulation, 113, 189
Full-text retrieval, 113, 200 .

Group,. 111, 112, 205,207
Lending.linterlibrarykloan), 114, 208

Number of, 111, 233
Reference, 111, 20S
renewal, 113, 252

Transfer -in, 98e262

Transfer-out, 100, 295

Transparency, Overhead, 73,222

Trpv0inglitirary; 269 .

Trimester, 56, 232

Tuition and fees, 98, 183

Two-year college, Academic library in a,

49, 158

Typical month, 28!

Typical week, 269

U

Unbound periodical, 72, 216

Uncfassificdfacility, 87, 253

Undergraduate student, 61, 121, 160

'Unexpended balance-=see Fund balance.

Union catalog
National, 117,./70_
or union list cooperative project,

4ation in a, 55, 180

Unit, Physical, 71, 114, 175

Unrestricted revenue, 98, 252

Upper division, 60, 157

Urban communi Public, library in a,

Use categories, Room, 86, 252

Partici-

User
division, Public library, 122,-247

group, 121, 270
information area, 86, 253

measures, 234

Utility, Participation in a bibliographic,

55,,279

Utilization (of the collection), 75, 177

V

Value, Collection book, 71, 273

Verificatiori'services, Searching and,

96, 240

VertiCal file
definition, 273
-material, 72, 219:

Video-
disc, 73, 221'
player, 88,* 192
tape, 73, 221
tape recorder, 88, 191

Viewer .

Filmstrip projector or, 88, 192
Slide-projector or, 88, 192

Visually handicapped, 59; 203

Vocational
school, Academic library in a multi-program-

-N.
occupational/, 49, 158

cschool, Academic library in a single pro-

gram occupational/,-49, 158

technical. school, 49, 255

Volume(s)
Added, 117, 262
definition, 271
equivalency,.71, 271
reshelved, Noncirculated, 113, 226

Volunteer services, Contributed, 84, 99, 104,

195

w

Wages, Salaries and, .99, 194

Wet carrel, 87, 259

49, 244
White, nonhispinic, 59, 81, 249

Work environment/staff
morale, 127, 234

Workers--see Employment categories (of adult

populaffa) .
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Year enrollment, School grade or, 63, 2581.

Year of construction, 86, 166

Young adult services, 247

3 1


